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R | FOREWORD o o

“This Volume of the “Department of Defense: Financial 'Manage'ment Regulation” is issued under the - .
_ authority of DoD Instruction 7000.14, "DoD Financial Management Policy and Procedures," November 15,
. 1992. 1t governs financial management by establishing and enforcing requirements, principles, standards,
" systems, procedures, and practices necessary to comply with financial management statutory and regulatory
requirements applicable to the DoD. It directs financial management requirements, systems, and functions
for all appropriated, nonappropriated, working capital, revolving, and-trust fund activities. In addition, it
' dlrects statutory and regulatory financ1al reportmg requ:rements

Thrs Volume of the Regulatxon applles to the Office of the Secretary of Defense, the M111tary :
' Departments, the Chairman of the Joint Chiefs of Staff, the Combatant Commands, the Inspector General of
the DoD, the Defense Agenmes, and the DoD Field Activities (hereafter referred to collectlvely as '"DoD .
Components“)

: Heads of DoD Components shall ensure that the provisions of this Volume are adhered to in day—to—day
" operations. Activities must satisfy their bargaining obligations under Title 5, United States Code, section
" 71, adhering to policies and procedures contained in this Volume. Unions should be given advance notice
of the changes, and the changes ordinarily would not be implemented until bargaining is completed. When
changes conflict with existing negotiated agreements, they generally do not apply to covered employees
until the agreement explres and the bargaining obhgauon is fulfilled.

. _Thls Volume of the Regulatlon'rs effectlve immediately and is mandatory for use by all DoD '
Components. The Heads of DoD Components shall not issue supplementary directives or regulations
without the prior written approval of the Office of the Under Secretary of Defense (Comptroller).

. The reportmg requlrements contained in this Regulatxon are exempt from hcensmg in accordance w1th
paragraph E.4.f. of DoD 8910.1-M, "DoD Procedures for Management of Information Requlrements "
November 1986 :

Forward recommended changes to this Volume of the Regulation through channels to the address
below. Submit requests for deviations from or exceptions to speciﬁe standards, with justification, to:

Office of the Under Secretary of Defense (Comptroller)
Director for Financial Commerce

1100 Defense Pentagon '

Washington, DC 20301-1100

All 15 volumes of the “DoD Financial Management Regulation™ are available on the Internet at
" http://www.dtic.mil/comptroller/fmr/. Printed or CD-ROM copies of the Regulation may be purchased
through the Internet home page or directly from the Defense Automated Printing Service, 1401 South Fern
- Street, Arlington, ergrma 22202, (703) 607-5257.

William J. Lynn ‘
Under Secretary of Defense
’(Comptroller)"
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INTRODUCTION
TO THE
DOD FINANCIAL MANAGEMENT REGULATION

GENERAL

This Regulation provides all DoD Components with the policy, regulation, and procedures
within the area of responsibility of the Under Secretary of Defense (Comptroller). The Regulation
consists of the following 15 Volumes:

L.

2.

10.

11.

12.

13.

14.

15.

General Financial Management Information, Systems, and Requirements
Budget Formulation and Presentation

Budget Execution - Availability and Use of Budgetary Resources
Accounting Policy and Procedures

Disbursing Policy and Procedures

Reporting Policy and Procedures

Military Pay Policy and Procedures

Civilian Pay Policy and Procedures

Travel Policy and Procedures

Contract Payment Policy and Procedures

Reimbursable Operations, Policy and Procedures

Special Accounts, Funds and Programs

Nonappropriated Funds Policy and Procedures

Administrative Control of Appropriations

Security Assistance Policy and Procedures
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AUTHORIZATION

This Regulation is issued by the Under Secretary of Defense (Comptroller) under authority
of DoD Instruction 7000.14 (reference (a)).

PARAGRAPH NUMBERING SYSTEM

The paragraph numbering system of this Regulation is consistent for all 15 Volumes. The
6-digit paragraph number and its subparagraph designators are formulated as follows:

01 01 01 A.La.(1)(a)
CHAPTER 1 SECTION 1 PARAGRAPH1  SUBPARAGRAPHS

v
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This volume of the Regulation (Volume 8) supersedes Volume § dated January 1995.
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SUMMARY OF MAJOR CHANGES

1. This is the first revision to the DoD FMR, Volume 8. Major changes throughout this Volume
are denoted by a star (%) symbol. An explanation of those changes follows:

Figures

Change Figure 1-11 to 1-13.

Add Figure 1-11, Sample Letter to Employee.

Add Figure 1-12, Sample Letter to DMDC Monterey/DFAS Center.
Change Figure 3-1 to include TSP deduction.

Update Figure 8-1 and Attachment 1 and 2.

Change Figure 8-2, editorial change ("'starting" to "beginning").

Tables

~ Table 4-1, change to include availability pay in number 1.
Table 4-2, adds FICA rates for 1996, 1997, 1998 and 1999.
Table 4-4, deleted.
Table 4-5, renumbered to Table 4-4 and adds cost changes for optional life insurance.
Table 4-6, renumbered to Table 4-5 and adds new codes for group life insurance.
Table 4-7, renumbered to Table 4-6 and clarifies allotments of pay table.
Table 8-1, addition of TSP.
Table 9-1, addition of FML.

References, pages

Adds references to 5 U.S.C. to include chapters and sections 31, 3392, 5543, 5921, 5922, 5923,
5924, 5925, 5928, 6106, 6327, 7115, 8114, and 8401.

Adds reference to 31 U.S.C. to include section 1345.

Adds reference to 31 C.F.R. to include section 208.

Adds references to Public Laws to include 101-335, 102-138, 102-486, 103-226, 103-329,
103-388, 104-106, 104-134, 104-201, 104-208, 104-316, 105-61 and 105-85.

Adds reference to Under Secretary of Defense (Comptroller) memorandum covering payroll
allotments to political action committees.

Adds reference to DFAS memorandum covering Use of Source Data Automation Systems.
Adds references to 5 C.F.R. to include Parts 334, 351.201, 550.408, 551.424, 551.501,
551.531, 582, 582.402, and 950.901.

Adds reference to Comptroller General Decisions to include Comp Gen. B-202564, July 31, 1981.
Adds reference to Executive Order 5396, July 17, 1960.

Changes reference to DoD 1400.25-M, subchapters 630, 711 and 1250.

Adds reference to 11 U.S.C. to include section 13.

Adds reference to DoD 1401.1-M.
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Adds reference to 10 U.S.C. to include sections 2164 and 12301.
Adds reference to 4 C.F.R. to include part 92.6.

Adds reference to 26 C.F.R. 1.61-21.

Deletes reference to DoD Directive 1426.1.

Deletes reference to DoD Instruction 1400.6.

Definitions
Adds "Availability Pay"

Abbreviations and/or Acronyms

Adds Base Realignment and Closure (BRAC)

Adds Civilian Personnel Management Service (CPMS)

Adds College Retirement Equity Fund (CREF)

Adds Customer Service Representative (CSR)

Adds Civil Service Retirement and Disability Fund (CSRDF)
Adds Domestic Dependent Elementary and Secondary Schools (DDESS)
Adds Defense Office of Hearings and Appeals (DOHA)

Adds Family Friendly Leave (FFL) Act of 1994

Adds Family and Medical Leave (FML) Act of 1993

Adds Financial Management Service (FMS)

Adds Human Resources Organization (HRO)

Adds Interim Geographic Adjustment (IGA)

Adds Injury Compensation/Unemployment Compensation (IC/UC)
Adds National Archives and Records Administration (NARA)
Adds Operating Location (OPLOC)

Adds Teachers Insurance and Annuity Association (TIAA)

Adds Under Secretary of Defense (Comptroller) (USD(C))

Adds Union Central Group Life Insurance (UCGLI)

Adds United States Soldiers and Airmens Home (USSAH)

Adds Uniformed Services Employment and Reemployment Rights Act (USERRA)
Adds Voluntary Separation Incentive (VSI) Pay

Adds Wage Leader (WL)

Adds Wage Supervisor (WS)

Adds Washington Headquarters Service (WHS)

Paragraph 010103. Adds that Operating Manuals are replacing several of the FPM supplements.

Subparagraph 010201.A. Changed to provide updated requirements for operation of a payroll
system other than DCPS.

Subparagraphs 010202.A.1. and 2. Deleted. The debit and credit entries may be found in Volume
4 of this Regulation.

xi
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Subparagraph 010203.A.5. Replaces "authorize pay and entitlements for personnel” with "compute
the payroll."

Section 0103. Updated with new EFT guidelines and policy.

Subparagraph 010402.A. Deleted "at the civilian payroll processing site."

Subparagraph 010403.A. Changes the liaison office to the customer service representative (CSR).

Subparagraph 010403.B.4. Addition of DFAS-CL/L information.

Subparagraph 010403.D. Changes the liaison office to the CSR.

Subparagraph 010403.D.2. Deleted.

Subparagraph 010406.A.2.a. Deleted. Original subparagraphs 010406.A.2.b. through j. realigned
as subparagraphs 010406.A.2.a. through 1.

Subparagraph 010406.B.4.e. Deletion of master control totals information.

Subparagraph 010407.A. Change from civilian personnel office to appropriate human resources
organization. Deletes reference to nonintegrated civilian payroll systems. Deletes subparagraphs
010407.A.1L through 26. All data element values will be reconciled.

Subparagraph 010407.B. Replaced.

Paragraph 010503. Addition of procedures for completion within 90 days.

Subparagraph 010504.A. Adds clarification of duties by the losing civilian payroll offices.

Subparagraph 010504.B. Adds clarification of employee substantiating document files.

Subparagraph 010504.C.3.b. Addition. Original subparagraphs 010504.C.3.b. and c. realigned as
subparagraphs 010504.C.3.c. and d.

Subparagraph 010504.G.9. Deleted. Original subparagraphs 010504.G.10. and 11. realigned as
subparagraphs 010504.G.9. and 10.

Subparagraph 010504.H. Adds clarification of types of adjustments.

Subparagraph 010504.1. Adds guidance on maintenance and disposition of historical files.

Subparagraph 020102.A.6. Editorial change ("promptly" to "electronically™).

Subparagraph 020102.B. Clarification of supervisor’ responsibilities for time and attendance.

xii
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Subparagraph 020102.C.3.d. Deleted. Clarification of subparagraphs 020102.C.3.a. through c.

Paragraph 020103. Deleted.

Subparagraph 020205.C. Deletion of "and week."

Subparagraph 020205.G. Deletion of "and times."

Subparagraphs 020206.A. and B. Clarifies work schedule information.

Subparagraphs 020206.B.1.a. and ¢. Deleted. Subparagraphs 020206.B.1.b. and d. realigned.

Subparagraphs 020206.C. Adds reference to OPM Handbook on Alternative Work Schedules.

Subparagraphs 020208.A. and B. Clarifies overtime and compensatory time authorization.

Subparagraph 020208.D. Replaced.

Subparagraph 020209.A. Clarifies COP information.

Subparagraphs 020301.A. and B. Deleted.

Paragraphs 020301., 020302., 020303., and 020305. Changes made in accordance with Title 6 of
the GAO Policy and Procedures Manual for Guidance of Federal Agencies, March 22, 1996.

Paragraph 020307. Adds information in 5 U.S.C. 6106 for use of recording clocks.

Subparagraph 020402.A. Rewords the paragraph to clarify certification of time and attendance.

Paragraphs 020404., 020405., 020406., 020501., 020502., 020503., and 020504. Changes made in
accordance with Title 6 of the GAO Policy and Procedures Manual for Guidance of Federal
Agencies, March 22, 1996.

Paragraph 020406. Deleted.

Paragraph 020602. Changes the liaison office to the CSR.

Section 0209. Adds the Source Data Automation System information.

Subparagraph 030101.A. Changes the reference payroll computations are based on.

Subparagraph 030101.G. Changes the liaison office to the CSR.

Subparagraphs 030103.A.2. and 3 and B.2. Clarifies premium pay limitations.

Xiii
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Subparagraph 030201.D. Change in interim geographic adjustment information.

Subparagraph 030201.D.1. through 4. Deletes detailed interim geographic adjustment information.

Subparagraph 030201.G. Changes “works” to “official duty station.”

Paragraph 030301. Removes reference to FPM Supplement 990-2.

Subparagraph 030302.A.1. Removes reference to FPM Supplement 990-2. Adds information on
intermittent employees.

Subparagraph 030302.B.2. Clarifies reference of 5 U.S.C. Chapter 55.

Subparagraphs 030302.E.1. and 2. Order was reversed.

Subparagraphs 030302.E.5. Adds new compensatory time information.

Subparagraphs 030302.E.1., 2., 6 and 7. Removes reference to FPM letters. Adds information for
compensatory time for FWS employees. :

Subparagraph 030302.E.7. Adds reference to 5 C.F.R. 551.501.

Subparagraph 030302.E.9. Deleted.

Subparagraphs 030302.E.10. through 12. Realigned.

Subparagraph 030302.F. Adds reference to section 0507. for additional information.

Subparagraphs 030303.A. and B. Removes reference to FPM Supplements.

Paragraph 030304. Removes reference to FPM Supplements.

Subparagraphs 030304.A. and B. Removes statement concerning part-time employees.

Paragraph 030307. Adds information on AUO payment circumstances.

Subparagraph 030308.A.3. Adds TSP.

Subparagraph 030308.B.1. Adds TSP.

Paragraph 030309. Adds new form of premium pay called "availability pay."

Paragraph 030401. Adds change in DoD 1400.25-M, CPM Subchapter 1250.

Xiv
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Subparagraphs 030402.A. through G. Adds change in DoD 1400.25-M, CPM Subchapter 1250.

Subparagraph 030402.F. Adds information on imminent danger pay.

Paragraph 030403. Editorial change to delete “non.” Clarify entitlement percentages.

Subparagraph 030404.C.2. Clarify entitlement percentages.

Subparagraph 030404.D.3. Adds TSP.

Paragraph 030502. Updated with changes to DoD 1400.25-M, subchapter 575. Changed to include
all payment data in a single paragraph and adds FEGLI.

Paragraph 030503. Deleted. Paragraph 030504. and 030505. realigned.

Paragraph 030504. Updated with changes to DoD 1400.25-M, subchapter 575 and adds FEGLL

Section 0306. Updated with changes to DoD 1400.25-M, subchapter 575.

Paragraph 030603. Changes minimum period of required service.

Subparagraph 030704.C. Adds remark for employees with tours of duty commencing on or after
October 28, 1991.

Subparagraph 030704.F. Editorial change to add "Form."

Subparagraph 030705.A. Removes reference to FPM Supplement 990-2.

Paragraph 030706. Provide information on lump sum payment of BRAC restored annual leave and
closure of an installation in Panama.

Subparagraphs 030801. and 030802.B. Provide information on lump-sum payment of severance
pay.

Paragraphs 030901., 030902., 030904. and 030905. Adds changes in policy for advances of pay for
DoD employees for overseas transfers.

Section 0311. Updates procedures for awards in the DoD 1400.25-M, subchapter 451.

Subparagraph 031203.C. Adds TSP.

Subparagraph 031203.D. Adds TSP, FEHB, and FEGLI.

Subparagraph 031303.D.1. Changes reference from FPM Letter 550-78 to 5 C.F.R. 550.805.
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Subparagraph 031303.D.4. Deletes reference to FPM Letter 550-78. Changes Form 1099-MISC to
Form 1099-INT.

Subparagraph 031303.E.5.a. Updates OPM address.

Subparagraph 031305.A.. Adds reference to the “Federal Employees Health Benefits Handbook for
Personnel and Payroll Offices.”

Subparagraph 031404.B. Adds reference to DSSR, section 610 m. and n.

Paragraphs 031502. and 031503. Adds information on transportation fringe benefits and
Government provided home-to-work transportation.

Section 0401. Changes the liaison office to the Customer Service Representative (CSR).

Subparagraph 040301.E.8.d. Change in remarks on SF 2806/3100 for sick leave.

Subparagraphs 040301.E.11.a. and b. Change in disposition of SF 2806/3100.

Subparagraphs 040301.E.11.g.(1). Updates payment procedures for military service credit deposits.

Subparagraph 040301.H.2.a.(1). Editorial change on posting of accumulative deductions.

Subparagraphs 040303.B. and D. Adds information concerning NAF retirement portability.

Paragraph 040304. Change to remittance of funds.

Subparagraphs 040502.C.. 040511.B.2. and 3., 040511.F.2., 040601.A.13., 040601.A.16(b)..
040703.A. and C.. 040801.E., 040803.A.1.a., 041402.J.2. and 041402.K.5.a. Changes the liaison
office to the CSR.

Subparagraphs 040508.A. and C. Changes the method of disbursement of taxes to FEDTAX.

Subparagraph 040601.A.14. Change to collection of delinquent state taxes by DFAS-CL/L.

Paragraph 040602. Updated with current IRS tax information for Guam and the Commonwealth of
the Northern Mariana Islands.

Subparagraph 040703.B. Changes the Form 7311 from TFS to FMS.

Subparagraph 040801.B. D. and E. Changes the usage of SF 2809/2810 in FEHB coverage.

Subparagraph 040802.B.8. Deletes Four-Day Rule and adds the FEHB daily proration rule.
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Subparagraphs 040802.B.10., and 11. Changes reference from "four-day rule" to "subparagraph
040802.B.8."

Subparagraph 040802.B.12. Adds new guidance for retroactive changes in FEHB enrollment.

Subparagraph 040901.A. Provides information for the Federal Employees Life Insurance
Improvement Act.

Subparagraph 040902.B.6. Adds availability pay to basic pay for FEGLI deduction.

Subparagraph 040904.B. Adds information for the Federal Employees Life Insurance Improvement
Act.

Subparagraph 040906.H. Adds information for FEGLI withholding from employees whose pay is
insufficient to cover the cost of the premiums.

Paragraph 040914. Adds the FEGLI daily proration rule.

Paragraph 040915. Adds the FEGLI revised rule for movement to new age band.

Subparagraphs 041202.A. and B. Adds final guidance for commercial garnishments.

Subparagraph 041402.B. Adds additional forms to be used for authorized allotments

Subparagraph 041402.N. Adds allotment to a political action committee.

Paragraph 041408.A.7. Clarifies the forms to be used for allotment cancellation.

Subparagraph 041409. Adds additional forms to be used for authorized allotments

Paragraph 041501. Clarifies definition of basic pay provided in 5 U.S.C. 8331 and TSP Bulletin
96-33.

Subparagraphs 041505.C. and D. Editorial change ("tape" to "file")

Subparagraphs 041507.A. and B. Editorial change ("tape" to "file")

Paragraph 041602. Changes the types of TSP loans permitted.

Section 0417. Adds new section on TSP lost earnings.

Paragraph 050101. Deletes FPM Supplement 990-2, Book 630. Adds reference to
DoD 1400.25-M, Subchapter 630.

Subparagraph 050202.C. Adds remark concerning an employee on OWCP.
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Subparagraphs 050203.A., B., and C. Updates the uncommon tours of duty leave accruals and
charges to leave to the DoD 1400.25-M, Subchapter 630.

Subparagraph 050204.B. Deletes FPM Supplement 990-2, Book 630. Adds reference to
DoD 1400.25-M, Subchapter 630.

Subparagraph 050204.D. Updates with lump sum leave provisions in 5 U.S.C. 3392.

Subparagraph 050303.A. Removes the 3 years break in service rule for recredit of sick leave with
exceptions.

Paragraph 050304. Adds an example of advance criteria for uncommon tours of duty.

Paragraph 050307. Adds sick leave for adoption purposes.

Section 0504. Adds the Family and Medical Leave Act provisions.

Section 0505. Adds the Family Friendly Leave Act provisions.

Section 0506. Adds the bone marrow or organ donor leave provisions.

Section 0507. Adds the leave provisions for NAF portability.

Paragraph 050807. Updates lump sum leave provisions of employees entering military service.

Paragraph 050901. Deletes FPM Supplement 990-2, Book 630 reference.

Paragraph 051001. Removes "only GS employees are authorized compensatory time off under
compressed schedules."

Paragraph 051201. Replaces "makes" with "made" permanent the voluntary leave transfer and
voluntary leave bank programs.

Paragraph 051401. Adds definition of "credit hours." ‘

Paragraph 051402. Changes information provided in paragraph 051401.

Paragraph 051601. Removes FPM chapter 630 reference.

Paragraphs 051602. through 051607. Adds information on DoD 1400.25-M, Subchapter 630.

Paragraph 051608. Adds 5 C.F.R. 551.424 reference.
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Paragraph 051609. Adds excused absence for official duty status for a federal firefighter or federal
law enforcement officer.

Paragraphs 051710. and 051715. Adds the CSR.

Paragraph 051802. Adds the provisions of 5 U.S.C. 5519 for reducing the civilian pay for military
service.

Paragraph 051803. Adds guidance for civilian employees to attend weekend drills as a member of
a Reserve Component of the Armed Forces.

Paragraph 051809. Adds the employee guidance concerning usage of accrued annual leave or
available compensatory time for military service.

Paragraph 051810. Editorial change ("time" to "leave")

Paragraph 051811. Adds the entitlement for military reserve technicians of an additional
44 workdays of military leave in a calendar year.

Paragraph 052101. Adds "one-time" basic service period for home leave.

Subparagraph 052201.F. Adds reference to official duty status of an employee under 5 U.S.C.
6327.

Subparagraph 052401.A. Removes reference to FPM Supplement 351-1 and adds reference to
5C.F.R.351.201.

Subparagraph 052401.C. Removes reference to FPM chapter 340 and adds reference to 5 C.F.R.
Part 340.

Paragraph 052501. Removes reference to FPM chapter 343.

Paragraph 052502. Removes reference to FPM chapter 353.

Paragraph 052601. Removes reference to FPM chapter 630.

Paragraph 060101. Change from civilian personnel office to the appropriate human resources
organization.

Subparagraph 060102.A.. Change from civilian personnel office to the HRO.

Subparagraphs 060102.B.1. and 2. Adds information on the Injury Compensation - Unemployment
Compensation application developed by the Civilian Personnel Management Service.

Subparagraph 060103.A. Adds new guidance on the UCFE program.
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Subparagraph 060103.A.2.b. Deletion. Realignment of 060103.A.2.c. through e.

Subparagraph 060103.A.2.c. Adds new guidance on the UCFE program.

Subparagraph 060103.B.2. Adds new guidance on the UCFE program.

Paragraph 060104. Change from civilian personnel office to the HRO.

Subparagraph 060106.A.3. Adds new guidance on the UCFE program.

Paragraph 060302. Adds "via the major command or claimant."

Subparagraphs 060303.A. and B. Updates the losing civilian payroll office responsibilities.

Subparagraph 060303.A.9. Changes the liaison office to the CSR.

Subparagraphs 060303.B.4, 7, 10, 11, 12, 15, and 16. Deletion. Realignment of subparagraphs
060303.B.5. through 17. Replaces DD Form 2274 with the SF 1190 in subparagraph 060303.B.4.

Subparagraph 060303.C.4. Updates the requirements for bond balance refunds for mass transfers.

Subparagraph 060303.C.5. Updates the requirements for compensatory hours payment for mass
transfers.

Subparagraph 060303.C.6. Deletion and realignment of 060303.C.7.

Section 0604. Changes from GAO to OPM responsibility with appropriate address. Provides
updated procedures for claims.

Paragraph 070101. Changes the DoD 1400.25-M, Chapter 592 to Subchapter 1250.

Subparagraph 070103.B. Provide additional information on the Panamanian Cedula number.

Paragraph 070204. Adds information on the DoD Domestic Dependent Elementary and Secondary
Schools (DDESS).

Paragraph 070302. Removes reference to FPM Chapter 340 and adds 5 C.F.R. Part 340.

Paragraph 070303. Removes reference to FPM Chapter 340 and adds 5 C.F.R. Part 340.

Paragraph 070304. Removes reference to FPM Chapter 340 and adds 5 C.F.R. Part 340.

Paragraph 070304. Removes reference to FPM Supplement 532-1 and adds OPM Operating
Manual, Federal Wage System.
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Paragraph 070501. Change from civilian personnel office to the HRO.

Paragraph 070502. Change from civilian personnel office to the HRO.

Subparagraphs 070502.B. and C. Change from GAO to OPM.

Paragraph 070508. Adds the death gratuity payment authorized under P.L. 104-208.

Paragraph 070601. Removes reference to FPM Chapter 304 and adds 5 U.S.C. Chapter 31

Paragraph 070606. Removes reference to FPM Chapter 304.

Paragraph 070704. Change from GAO to OPM in processing of doubtful claims.

Paragraph 070905. Change from civilian personnel office to the HRO.

Paragraphs 071403 and 071404. Updated original paragraph 071403. with specific information for
Leave and Overtime. Realigned paragraphs 071404. and 071405. to paragraphs 071405. and
071406.

Paragraph 071406. Deleted references to FPM letters.

Paragraph 071502. Update of the U.S. Court of Military Appeals Judges information.

Subparagraph 071602 .E. Change from civilian personnel office to the HRO.

Section 0717. Addition of Service Secretariats.

Subparagraph 080102.A. Clarifies the requesting official for special payments.

Subparagraph 080102.F. Clarifies the gross-to-net payments of special payments.

Subparagraph 080102.G. Change from 080102.F 4.

Subparagraph 080102.G.1. Deletes the Form 8109 and provides additional information.

Subparagraph 080102.1. Change from 080102.H.

Subparagraph 080201.A. Adds Debt Collection Improvement Act of 1996.

Subparagraph 080305.A.1. Adds that requests for hearings shall be processed by the Defense Debt
and Claims Management Office.
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Paragraph 080306. Changes provision concerning waivers of erroneous payments of pay and
allowances.

Subparagraph 080307.A. Adds the collection of overpayments through routine pay adjustments
authorized under the Debt Collection Improvement Act of 1996.

Paragraph 080309. Clarifies procedures for collection from final salary and lump sum payments.

Paragraph 080403. Clarifies procedures for debt cases when an employee transfers outside the
Department.

Subparagraph 080404.A.5. Clarifies procedures for transfer of debt case once SF 2805 has been
sent to OPM.

Subparagraphs 080405.A. and B. Changes address for transfer of debts after employee separation.

Paragraph 080504. Adds reference (b).

Paragraph 080506. Adds collection by the civilian payroll office will be initiated upon receipt of
the DD Form 2481.

Paragraph 080513. Adds comment for collection of dishonored personal checks.

Subparagraph 080601.A. Changes Secretary of Defense designee and address for salary offset
requests from non-DoD Federal agencies.

Subparagraph 080601.D. Clarifies request to collect a debt by salary offset.

Subparagraph 080601.E. Change from DAO-CL, Arlington to DFAS-CL.

Subparagraph 080601.F. Changes debt collection procedures.

Paragraph 080602. Changes from "appropriate DFAS Center" to "DFAS-CL."

Subparagraph 080602.B. Deletes "30 days in advance of offset."

Subparagraph 080602.F. Changes from "DFAS Center which originally forwarded the salary offset
request” to "DFAS-CL."

Subparagraph 080603.A.3. Changes from "DMDC, Monterey, and the DFAS Center which
originally forwarded" to "DFAS-CL."

Paragraph 080604. Changes from "DMDC, Monterey, and the DFAS Center which originally
forwarded the salary offset request" to "DFAS-CL."
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Subparagraph 090101.A.1. Replaced "facsimile equipment, if available" with "RITS."

Subparagraph 090101.B.5. Changes reconciliation from monthly to quarterly.

Paragraph 090102. Adds payroll records required for retroactive computations involving former

civilian payroll offices.

Subparagraph 090202.C. Updates report on transfer of employee.

Subparagraph 090203.H. Deletes "as specified in the withholding agreement."

Subparagraph 090203.1. Adds new biweekly report on Combined Federal Campaign.

Subparagraph 090203.J. Adds new biweekly report on Voluntary Separation Incentive (VSI)
Agency Contributions.

Subparagraph 090204.C. Adds monthly report on Full-Time Equivalent or Work Year Reporting.

Subparagraph 090205.D. Adds new quarterly report on Health Benefits Reconciliation.

Subparagraph 090205.E. Adds new quarterly report on Transportation Fringe Benefits.

Subparagraph 090205.F. Adds new quarterly report on Civilian Direct Deposit Participation.

Subparagraph 090206.A.2. Updates addresses for the semiannual savings bond report.

Subparagraph 090206.B. Updates reporting requirement.

Subparagraph 090207.D.1. Adds new information on the SF 2809/2810/2811.

Subparagraph 090207.D.2.f. Deletes (1), (5) and (6) and realigns (2), (3) and (4)
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REFERENCES, FIGURES AND TABLES

REFERENCES

(a) DoD Instruction 7000.14, "DoD Financial Management Policy and Procedures," November 15,
1992

(b) Title 5, United States Code, chapters and sections as follows:
102 Military Departments

105 Executive agency

552a  Records maintained on individuals

556 Hearings; presiding employees; powers and duties; burden of proof; evidence; record
as basis of decision

557 Initial decisions; conclusiveness; review by agency; submissions by parties; contents

of decisions; record
2103  The excepted service
* 31 Authority for employment
3104  Employment of specially qualified scientific and professional personnel
3105  Appointment of administrative law judges
3343  Details; to international organizations
* 3392  General appointment provisions
3394  Noncareer and limited appointments
3401  Definitions
3402  Establishment of part-time career employment programs
3403  Limitations
3404  Personnel ceilings
3405  Nonapplicability
3406  Regulations
3407  Reports
3408  Employee organization representation
3582  Rights of transferring employees

41 Training
4108  Employee agreements; service after training
45 Incentive awards

4502  General provisions

5102  Definitions; application

53 Pay rates and systems

5304  Locality-based comparability payments
5305  Special pay authority

5307  Limitation on certain payments

5311  The Executive Schedule

5312  Positions at Level I

5313  Positions at Level I

5314  Positions at Level III
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5315
5316
5317
5318
5335
5343
5344
5372
5376
5381
5382
5383
5384
5385
55
5505
5514
5515
5517
5518
5519
5520
5520a
5522
5524a
5525
5532

5533
5537
5541
5542
* 5543
5544
5545
* 5545a
5546
5546a

5547
5548
5549
5550a
5551

* August 1999

Positions at Level IV

Positions at Level V

Presidential authority to place positions at Levels IV and V
Adjustments in rates of pay

Periodic step increases

Prevailing rate determinations; wage schedules; night differentials
Effective date of wage increase; retroactive pay

Administrative law judges

Pay for certain Senior-Level positions

Definitions

Establishment and adjustment of rates of pay for the Senior Executive Service
Setting individual Senior Executive pay

Performance awards in the Senior Executive Service

Regulations

Pay administration

Monthly pay periods; computation of pay

Installment deduction for indebtedness to the United States

Crediting amounts received for jury or witness service

Withholding State income taxes

Deductions for State retirement systems; National Guard employees
Crediting amounts received for certain Reserve or National Guard service
Withholding of city or county income or employment taxes
Garnishment of pay

Advance payments; rates; amounts recoverable

Advance payments for new appointees

Allotment and assignment of pay

Employment of retired members of the uniformed services; reduction in retired or
retainer pay

Dual pay from more than one position; limitations; exceptions

Fees for jury and witness service

Definitions

Overtime rates; computation

Compensatory time off

Wage board overtime and Sunday rates; computation

Night, standby, irregular, and hazardous duty differential

Availability pay for criminal investigators

Pay for Sunday and holiday work

Differential pay for certain employees of the Federal Aviation Administration and the
Department of Defense

Limitation on premium pay

Regulations

Effect on Other statutes

Compensatory time off for religious observances

Lump-sum payment for accumulated and accrued leave on separation
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5552  Lump-sum payment for accumulated and accrued leave on entering Active Duty;
Election

5561  Definitions

5562  Pay and allowances; continuance while in a missing status; limitations

5563  Allotments; continuance, suspension, initiation, resumption, or increase while in a
missing status; limitations

5564  Travel and transportation; dependents; household and personal effects; motor
vehicles; sale of bulky items; claims for proceeds; appropriation chargeable

5565  Agency review

5566  Agency determinations

5567  Settlement of accounts

5568  Income tax deferment

5569  Benefits for captives

5581  Definitions

5582  Designation of beneficiary; order of precedence

5583  Payment of money due; settlement of accounts

5584  Claims for overpayment of pay and allowances, and of travel, transportation, and
relocation expenses and allowances

5595  Severance pay

5596  Back pay due to unjustified personnel action

5705  Advancements and deductions

5724  Travel and transportation expenses of employees transferred; advancement of funds;
reimbursement on commuted basis

5753  Recruitment and relocation bonuses

5754  Retention allowances

5755  Supervisory differentials

5913  Official residence expenses

* 5921  Definitions
* 5922  General provisions
* 5923  Quarters allowances
* 5924  Cost-of-living allowances
* 5925  Post differentials
5927  Advances of pay
* 5928  Danger pay allowance

5941  Allowances based on living costs and conditions of environment; employees stationed
outside Continental United States or in Alaska

5942  Allowance based on duty at remote worksites

5948  Physicians comparability allowances

61 Hours of work

6101  Basic 40-hour workweek; work schedules; regulations

6104  Holidays; daily, hourly, and piece-work basis employees

* 6106  Time clocks; restrictions

6121  Definitions

6122  Flexible schedules; Agencies authorized to use

6123  Flexible schedules; computation of premium pay
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6124  Flexible schedules; holidays
6125  Flexible schedules; time-recording devices
6126  Flexible schedules; credit hours; accumulation and compensation
6127  Compressed schedules; agencies authorized to use
6128  Compressed schedules; computation of premium pay
63 Leave
6301  Definitions
6302  General provisions
6304  Annual leave; accumulation
6305  Home leave; leave for Chiefs of Missions; leave for crews of vessels
6307  Sick leave; accrual and accumulation
* 6311 Regulations
6322  Leave for jury or witness service; official duty status for certain witness service
6323  Military leave; Reserves and National Guardsmen
6326  Absence in connections with funerals of immediate relatives in the Armed Forces

* 6327  Absence in connection with serving as a bone-marrow or organ donor
* 6327  Absence in connection with funerals of fellow Federal law enforcement officers
6361  Definitions
6362  General authority
6363  Establishment of leave banks
6364  Establishment of Leave Bank Boards
6365  Contributions of annual leave
6366  Eligibility for leave recipients
6367  Receipt and use of leave from a leave bank
6368  Termination of medical emergency
6369  Restoration of transferred leave
6370  Prohibition of coercion
6371  Accrual of leave
6372  Additional leave bank programs
6373  Limitation on employee participation
* 63 Subchapter V Family and Medical Leave
* 7115  Allotments to representatives
75 Adverse actions
7701 Appellate procedures
81 Compensation for work injuries
* 8114  Computation of pay
83 Retirement

8331  Definitions

8332  Creditable service

8333  Eligibility for annuity

8334  Deductions, contributions, and deposits
8335  Mandatory separation

8336  Immediate retirement

8337  Disability retirement

8338  Deferred retirement
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8339  Computation of annuity
8340  Cost-of-living adjustment of annuities
8341  Survivor benefits
8342  Lump sum benefits; designation of beneficiary; order of precedence
8343  Additional annuities; voluntary contributions
8344  Annuities and pay on reemployment
8345  Payment of benefits; commencement, termination, and waiver of annuity
8347  Administration; regulations
84 Federal employees’ retirement system
* 8401  Definitions
8422  Deductions from pay; contributions for military service
8431  Definition
8432  Contributions
8433  Benefits and election of benefits
8434  Annuities: methods of payment; election; purchase
8435  Protection for spouses and former spouses
8436  Administrative provisions
8437  Thrift Savings Fund
8438  Investment of Thrift Savings Fund
8439  Accounting and information
8440  Tax treatment of the Thrift Savings Fund
8440a Justices and judges
8440b Bankruptcy judges and magistrates
8440c Claims Court judges
8440d Judges of the United States Court of Veterans Appeals
85 Unemployment compensation
8501  Definitions
87 Life insurance
8704  Group insurance; amounts
8706  Termination of insurance; assignment of ownership
8707  Employee deductions; withholding
8714a Optional insurance
8714b  Additional optional life insurance
8714c  Optional life insurance on family members
89 Health insurance
8905a Continued coverage
8906  Contributions
8906a Temporary employees
8908  Coverage of restored employees and survivor or disability annuitants
(c) Title 31, Code of Federal Regulations, Sections as follows:
208 Management of Federal Agency Disbursements
210 Federal payments through financial institutions by the Automated Clearing House

method

215.11 Agency withholding procedures
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(d) Title 31, United States Code, sections as follows:

*

©

1345  Expenses of meetings

3527  General authority to relieve accountable officials and agents from liability
3528  Responsibilities and relief from liability of certifying officials
3529  Requests for decisions of the Comptroller General

3541  Distress warrants

3716  Administrative offset

3717  Interest and penalty on claims

3729  False claims

3730  Civil actions for false claims

3731  False claims procedure

3732  False claims jurisdiction

3733  Civil investigative demands

Public Laws

83-598 Federal Employees Group Life Insurance Act of 1954, August 17, 1954

86-382 Federal Employees Health Benefits Act of 1959, September 28, 1959

86-604 Former Congressman - Reemployment, July 7, 1960

90-486 National Guard Technicians Act of 1968, August 13, 1968

93-416 Compensation for Work Injuries, September 7, 1974

93-579 The Privacy Act of 1974, December 31, 1974

95-437 Federal Employees Part-time Career Employment Act of 1978, October 10, 1978

95-598 Revised Bankruptcy Act, October 1, 1979

96-431 Military Leave Fiscal Year Basis, September 8, 1980

96-465 The Foreign Service Act of 1980, October 17, 1980

97-276 Continuing Appropriation for Fiscal Year 1983, October 2, 1982

97-365 Debt Collection Act of 1982, October 25, 1982

98-615 Civil Service Retirement Spouse Equity Act of 1984, November 8, 1984

99-196 Federal Employees Flexible and Compressed Work Schedules Act of 1982,
Permanent Authority, December 23, 1985

99-335 Federal Employees’ Retirement System (FERS) Act of 1986, June 6, 1986

100-654 Federal Employees’ Health Benefits Amendments Act of 1988, November 14, 1988

101-335 Thrift Savings Plan Technical Amendments Act of 1990, July 17, 1990

101-508 The Portability of Benefits for Nonappropriated Fund Employees Act of 1990,
November 5, 1990

101-509 Federal Employees Pay Comparability Act (FEPCA) of 1990, November 5, 1990

102-138 Foreign Relations Authorization Act for Fiscal Years 1992 and 1993, October 28,
1991

102-378 Technical and Miscellaneous Civil Service Amendments Act of 1992, October 2, 1992

102-484 National Defense Authorization Act for Fiscal Year 1993, October 23, 1992

102-486 Energy Policy Act of 1992, October 24, 1992

103-3  Family and Medical Leave Act of 1993, February 5, 1993

103-89 Performance Management Recognition System Termination Act of 1993,
September 30, 1993

103-94 Hatch Act Reform Amendments of 1993, October 6, 1993
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103-103 Federal Employees Leave Sharing Act of 1993, October 8, 1993

103-226 Federal Workforce Restructuring Act of 1994, March 30, 1994

103-329 Treasury, Postal Service and General Government Appropriations Act of 1995,
September 30, 1994

103-388 Federal Employees Family Friendly Leave Act, October 22, 1994

104-106 National Defense Authorization Act for Fiscal Year 1996, February 10, 1996

104-134 Debt Collection Improvement Act of 1996, July 26, 1996

104-201 National Defense Authorization Act for Fiscal Year 1997, September 23, 1996

104-208 Omnibus Consolidated Appropriations Act of 1997, September 30, 1996

104-316 The General Accounting Office Act of 1996, October 19, 1996

105-61 The Treasury and General Government Appropriations Act for Fiscal Year 1998,
October 10, 1997

105-85 The National Defense Authorization Act for Fiscal Year 1998, November 18, 1997

105-261 The Strom Thurmond National Defense Authorization Act, 1999, October 17, 1998

105-311 The Federal Employees Life Insurance Improvement Act, October 30, 1998

LR b b 2 B 2. 2 .

* % %

(f) Comptroller of the Department of Defense Memorandums:
"Policy for Direct Deposit of Pay," April 22, 1992
*  “Payroll Allotments to Political Action Committees, “ May 26, 1994

(g) General Records Schedule 2, Payrolling and Pay Administration Records, National Archives
and Records Administration (NARA)

(h) Department of the Treasury, Internal Revenue Service, Circular E

(i) Office of Personnel Management Operating Manual, The CSRS and FERS Handbook for
Personnel and Payroll Offices

() Office of Personnel Management Handbook on Alternative Work Schedules, December 1996 -
(k) Defense Finance and Accounting Service Memorandums:
*  "Use of Source Data Automation (SDA) Systems for Submission of Time and Attendance
(T&A) Data," November 10, 1992
"Change 6 to the DFAS Regulation on Delegating Statutory Authority," January 29, 1992

() Title 5, Code of Federal Regulations, Parts as follow:

179 Claims Collection Standards
213 Excepted Service
* 334 Temporary Assignment of employees Between Federal Agencies and State,

Local, and Indian Tribal Governments, Institutions of Higher Education, and
Other Eligible Organizations
340 Other Than Full-time Career Employment (Part-time, Seasonal, On-Call, and
Intermittent)
* 351.201 Use of regulations
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DEFINITIONS

1.  Administrative Offset. The withholding of money payable by the United States to, or held by
the United States for a debtor to satisfy a debt the debtor owes the United States. Administrative
offset includes offset from salary (pay).

2. Advance of Pay. A single lump-sum payment authorized with each permanent change of
station to a post in a foreign area.

3. Allotment. A recurring, specified deduction from pay authorized by a civilian employee to be
paid to an allottee.

4. Allottee. A person or institution to whom an allotment is made payable.
5. Allotter. The employee from whose civilian pay the allotment is made.

6. Annuitant. A retired federal employee or his/her survivor who is receiving payments from the
Office of Personnel Management.

7.% Availability Pay. A premium pay provided for criminal investigators in job series 1811 and
1812, required to work, or be available to work, substantial amounts of unscheduled overtime duty
based on the needs of the employing activity.

8. Beneficiary. A person other than a recipient who is entitled to receive all or part of a benefit
payment from the federal government.

9. Continenta] United States (CONUS). The 48 contiguous states and the District of Columbia.

10. Continuation of Pay. Payment made to an employee during an absence from the job due to a
traumatic on-the-job injury.

11. Data Element. A named identifier of each of the entities and their attributes that are
represented in a database.

12. Data Element Value. Value input into a database that represents the literal representation for a
data element.

13. Debt. Any amount of money or any property owed to a DoD Component or another federal
agency by any person, organization, or entity except another federal agency. Debts include insured
or guaranteed loans and any other amounts due from fees, leases, rents, royalties, services, sales of
real or personal property, or overpayments, penalties, damages, interest, fines and forfeitures, and
all other claims and similar sources. Delays in processing employee-elected coverage or a change
in coverage under federal benefits programs are not normally considered debts if processing delays
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did not exceed two monthly or four biweekly pay periods. Amounts due a nonappropriated fund
instrumentality are not debts owed the United States unless specifically included by this Regulation.

14. Deductions. Monies withheld, by law or voluntarily, from an employee’s pay (salary). The
three basic types of deductions are:

a. Those required by law, regulations, or civilian legal decisions;

b. Those for benefits specifically authorized by law, such as health and life insurance; and

c. Voluntary, personal allotments to a designated payee.
15. Departmental Reporter. An organizational entity located at a DFAS Center responsible for
serving as the focal point for a Military Service when dealing with the Office of Personnel

Management and the Thrift Investment Board concemning retirement or Thrift Savings Plan
reporting.

16. Deposit Fund Accounts. Expenditure accounts established to account for receipts (a) held in
suspense temporarily and later refunded or paid into some other fund of the government, or other
entity, or (b) held by the government as banker or agent for others and paid out at the direction of
the owner. Such funds are not available for paying salaries, grants, or other expenses of the
government. Expenditures are often offset by receipts within this type of fund.

17. Direct Deposit System. A federal government service for employees who authorize the
automatic deposit of net pay, travel, and savings allotments to their personal bank account.

18. Disposable Pay. The amount that remains after pay (salary) is reduced by amounts that are:

a. Required by law to be deducted;

b. Properly withheld for federal, state, and local income taxes;

c. Deducted as health insurance premiums;

d. Deducted as normal retirement contributions; and

e. Deducted as normal life insurance premiums.
19. DoD Components. The Office of the Secretary of Defense, the Military Departments, the
Chairman of the Joint Chiefs of Staff, the Combatant Commands, the Inspector General of the

Department of Defense, the Defense Agencies, and the DoD Field Activities (hereafter referred to
collectively as "DoD Components").

#

20. Due Process. Formal proceedings carried out in accordance with established rules and
regulations for the collection of debts due the United States.
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21. Electronic Funds Transfer (EFT). A system that provides the authority to debit or credit
accounts in financial institutions by electronic means rather than source documents (e.g., paper
checks.). Processing typically occurs through the Federal Reserve System and/or the Automated
Clearing House (ACH) computer network. EFT transmissions shall be designed to conform to
the American National Standards Institute (ANSI) Accredited Standards Committee (ASC) X12
standard.

22. Emergency Medical Technician. A specialist in the technical details of medical treatment
responding to an urgent need for assistance requiring immediate action.

23. Employee. An individual appointed to a position in the Department and paid from
appropriated, revolving, or trust funds.

24. Entitlement. Legally established benefits available to any person or unit of the federal
government meeting eligibility requirements established by law.

25. Federal Agency. Any executive agency as defined by Title 5, United States Code (U.S.C.),
section 105 (reference (b)), including the U.S. Postal Service and the Postal Rate Commission; a
Military Department as defined by 5 U.S.C. 102 (reference (b)); an agency of the legislative branch,
including the U.S. Senate and U.S. House of Representatives; and an agency or court of the judicial
branch.

26. Federal Reserve System. Any Federal Reserve District Head Office, Branch, or regional check
processing center that processes EFT payments, including Automated Clearing House, for the
federal government.

27. Financial Institution. Bank, savings association, or credit union eligible under Title 31, Code
of Federal Regulations (C.F.R.), part 210 (reference (c)) to serve as a government depositary.

28. Garnishment. A written notification concerning the attachment of monies to satisfy a debt that
results in the withholding of a specified amount from the employee’s pay (salary) to satisfy a debt.

29. Internal Controls. The manner in which financial, manpower, and property resources are to be
controlled and safeguarded by the regular authorization, approval, documentation, recording,
reconciling, reporting, and related accounting processes.

30. Leave and Earnings Statement. A document provided to each employee showing gross pay,
deductions, and net pay for a pay period and cumulative totals for the year to date, along with leave
balances at the end of the pay period.

31. Leave Record. A record showing the amounts of leave earned and used, and the balance
available.
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32. Lump-Sum Leave Pay. Payment for accumulated annual leave upon separation or change to a
nonconvertible leave system.

33. Military Furlough. Absence due to extended active duty for general service with the Armed
Forces.

34. Military L eave. An approved absence with pay authorized under 5 U.S.C. 6323 (reference (b)).
35. National Guard. The Army or Air National Guard of a state.

36. National Guard Technician. A federal employee of the National Guard, exclusive of National
Guard Bureau employees.

37. NetPay. The amount of wages, pay, or salary due after all payroll deductions is made.

38. Pay (Salary). Pay and salary have the same meaning. They include basic, premium, and any
other authorized pay and allowances other than travel and transportation expenses.

39. Pay Period. A segment of time during which employees perform work and receive pay. For
most federal civilian employees, a pay period covers 14 consecutive days, normally beginning on
Sunday.

40. Pay Record. The part of each civilian employees master pay record that contains all
transaction information on payments and deductions with an audit trail to the authorizing
documents. The pay record includes information such as pay grade, record of payments, all
earnings separately identified by type (basic pay, bonuses, danger pay, etc.); allowances; allotments;
any other deductions; year-to-date gross earnings; taxable earnings, and taxes withheld.

41. Recipient. A person authorized by a federal agency to receive benefit payments from the
federal government.

42. State. A state or territory of the United States, including the Commonwealth of Puerto Rico.
43. United States. Unless otherwise qualified, means the 50 states and the District of Columbia.

44. Voluntary Deduction. Deduction from an employee’s pay which requires written authorization
from the employee to affect withholding.

45. Waiver. The cancellation, forgiveness, or non-recovery of a debt owed by an employee to an
agency as permitted or required by law.
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ACH
ANSI
ASC
AUO
AWOL
AWS
*BRAC
CFC
CFR.
CMSA
COLA
Comp. Gen.
CONUS
60
CPM
*CPMS
*CREF
*CSR
* CSRDF
CSRS
DAO
DBMS
DCPS
DD/EFT
*DDESS
DFAS
DMDC
DoD
DoDEA
*DOHA
DPA
DSSR
EDP
EFT

EIC

EIN
EMT
E.O.
FECA
FEGLI
FEHB
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ABBREVIATIONS AND ACRONYMS

Automated Clearing House

American National Standards Institute
Accredited Standards Committee
Administratively Uncontrollable Overtime
Absence Without Leave

Alternate Work Schedule

Base Realignment and Closure

Combined Federal Campaign

Code of Federal Regulations

Consolidated Metropolitan Statistical Area
Cost of Living Allowance

Comptroller General of the United States
Continental United States

Continuation of Pay

Civilian Personnel Manual

Civilian Personnel Management Service
College Retirement Equity Fund
Customer Service Representative

Civil Service Retirement and Disability Fund
Civil Service Retirement System

Defense Accounting Office

Defense Business Management System
Defense Civilian Pay System

Direct Deposit and/or Electronic Funds Transfer
Domestic Dependent Elementary and Secondary Schools
Defense Finance and Accounting Service
Defense Manpower Data Center
Department of Defense

Department of Defense Education Activity
Defense Office of Hearings and Appeals
Danger Pay Allowance

Department of State Standardized Regulations
Environmental Differential Pay

Electronic Funds Transfer

Eamed Income Credit

Employer Identification Number
Emergency Medical Technician

Executive Order

Federal Employees Compensation Act
Federal Employees Group Life Insurance
Federal Employees Health Benefits
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FEPCA Federal Employees Pay Comparability Act

FERS Federal Employees’ Retirement System

*FFLA Family Friendly Leave Act of 1994

*FIC Federal Identification Number

FICA Federal Insurance Contributions Act

FIRMR Federal Information Resources Management Regulation

FITW Federal Income Tax Withheld

FLSA Fair Labor Standards Act

*FMLA Family and Medical Leave Act of 1993

*FMS Financial Management Service

FPM Federal Personnel Manual

FRB Federal Reserve Bank

FWS Federal Wage System

GAO General Accounting Office

GS General Schedule

HDP Hazardous Duty Pay

*HRO Human Resources Organization

1A Intra-Agency

IAD Interest Accrual Date

*IC/UC Injury Compensation/Unemployment Compensation

*IDP Imminent Danger Pay

10 International Organization

IRCN Interagency Report Control Number

IRS Internal Revenue Service

JROTC Junior Reserve Officer Training Corps

*LBB Leave Buy Back

LEO Law Enforcement Officer

LES Leave and Earnings Statement

LQA Living Quarters Allowance

LSL Lump Sum Leave

LWOP Leave Without Pay

NAF Nonappropriated Fund

*NARA National Archives and Records Administration

NFC National Finance Center

NGAUS National Guard Association of United States

NOL Notice of Levy

NPRC National Personnel Records Center

NSA National Security Agency

OCONUS Outside the Continental United States

OFEGLI Office of Federal Employees’ Group Life Insurance

OMB Office of Management and Budget

OPAC On-line Payment and Collection

OPF Official Personnel Folder

*OPLOC Operating Location

OPM Office of Personnel Management
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OwWCP
PCS

P.L.
PMRS
RCS

RIF

RITS
SCD
*SDA
SES

SF

SSA

SSN
TAPER
TDY
TFM
*TIAA
TP
TQSA
TSP
UCFE
*UCGLI
UIC
*UIC
U.S.
U.S.C.
*USD(C)
*USERRA
*USSAH
USUHS
* VSI
WG
*WHS
*WL
*WS
WGI

Office of Workers Compensation Program
Permanent Change of Station

Public Law

Performance Management Recognition System
Report Control Symbol

Reduction In Force

Retirement Insurance Transfer System

Service Computation Date

Source Data Automation

Senior Executive Service

Standard Form

Social Security Administration

Social Security Number

Temporary Appointment Pending Establishment of a Register
Temporary Duty

Treasury Financial Manual

Teachers Insurance and Annuity Association
Teaching Position

Temporary Quarters Subsistence Allowance
Thrift Savings Plan

Unemployment Compensation for Federal Employees
Union Central Group Life Insurance

Unit Identification Code

Unemployment Insurance Commission

United States

United States Code

Under Secretary of Defense (Comptroller)

Uniformed Services Employment and Reemployment Rights Act

United States Soldiers’and Airman’s Home
Uniformed Services University of the Health Sciences
Voluntary Separation Incentive

Wage Grade

Washington Headquarters Services

Wage Leader

Wage Supervisor

Within-Grade Increase
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CHAPTER 1

INTRODUCTION AND OVERALL REQUIREMENTS

0101 INTRODUCTION

010101. Purpose. This chapter prescribes the principles, objectives, and related
requirements for DoD civilian employee pay operations and systems. The requirements in this
chapter apply to civilian pay systems operated by the Department for employees paid from
appropriated, revolving, or trust funds. These requirements apply to the processes related to
computing payments for permanent, temporary, full-time, part-time, irregular, and special category
employees.

010102. Statutory Authority. The authority of the Department to establish payroll
procedures consistent with the requirements of law and regulation is derived from Title 5, United
States Code (U.S.C.), chapters 53, 55, and 81 (reference (b)). Responsibilities, duties and liabilities
are established by 31 U.S.C., sections 3527, 3528, 3529, and 3541 (reference (d)).

* 010103. Additional Guidance. The instructions issued by the Office of Personnel
Management (OPM) in the Federal Personnel Manual (FPM) were abolished. Several of the
supplements were replaced with Operating Manuals that are to be used as guides in the
administration of civilian pay and leave. Abolished portions of the FPM should no longer be used.

0102 OQVERALL REQUIREMENTS

010201. Overview

* A. As determined by the Under Secretary of Defense (Comptroller)/Chief
Financial Officer, the DoD Components will use the Defense Civilian Pay System (DCPS) and will
eliminate their own payroll systems.

* 1. Any approved unique payroll system shall be integrated or interfaced
with other applicable systems, such as the Defense Civilian Personnel Data System, general ledger
or an installation-level general accounting system.

* 2. The Director, Defense Finance and Accounting Service (DFAS) shall
approve continued operation of any such unique payroll system.

B.  DoD payroll operations and systems shall meet the following objectives:
1. Prompt and accurate payments to all those entitled to be paid, in

compliance with appropriate statutes and regulations, with consideration being given to all
authorized deductions from gross pay.
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2. Prompt accounting for and disposition of, all authorized deductions
from gross pay.
3. Proper control over, retention of, and disposition of, all payroll-related
documents.

4. Timely preparation of adequate and reliable payroll records to support
management purposes; planning, preparing, executing, and reviewing the budget; and internal and
external reporting requirements.

5. Effective communication between employing activities and employees
on payroll matters in addition to timely, accurate, and responsive customer service action to resolve
payroll-related inquiries from employees.

6. Adequate controls over all phases of pay, leave, and allowances.

7. Interface of the payroll function with the general ledger, cost
accounting, and personnel functions, with provisions for reconciling common data elements in any
separate system to one another.

8. Capability to query current, historical, and/or archived data.

9. Audit trails to permit the tracing of transactions through the payroll
system as specified in Volume 1 of this Regulation.

10. Compliance with accounting system development criteria specified in
Volume 1 of this Regulation.

11. Compliance with internal control requirements, including data security
and prevention of data disclosure, as specified in Volume 1 of this Regulation.

12. Compliance with DoD direction to standardize data elements for cross-
functional shareability and integration.

* 010202. Funds Control

* A.  Funds used to pay DoD civilian employees are appropriated by the Congress
and apportioned to the Department by the Office of Management and Budget (OMB). At least
monthly, an estimate of obligations shall be made for the payroll. As the payments are made,
estimates shall be adjusted to reflect actual payment data.

B.  Department civilian payroll systems shall be integrated or interfaced with,
and fully support, the accounting system. These systems shall consist of detailed accounts and
records that are kept as a subsidiary to, or support for, controlling or summary accounts in the
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general ledger of the accounting system. The payroll systems shall produce required obligation and
accrual data needed by the accounting system.

010203. Requirements. The Director, DFAS is responsible for the overall planning
and general direction of the pay, leave, and allowance functions and systems. This responsibility
necessitates that adequate written procedures are established and implemented; all personnel are
adequately trained in their functions; and sufficient controls are installed and management oversight
is established and implemented to ensure compliance with payroll system objectives summarized in
subparagraph 010201.B. The Director, DFAS shall also ensure that payroll systems meet legal
criteria and the requirements below.

A.  Payroll procedures shall be:

1. Clearly written and be in accordance with applicable laws, regulations,
and legal decisions;

2. Amended to reflect changes in applicable laws, regulations, and legal
decisions;

3. Asuniform as possible throughout the Department;

4. Distributed to payroll staffs and be available to individual employees as
needed to ensure efficient and effective operations; and

* 5. Reflective of clear assignments of responsibility, delegation of
authority, and separation of duties for personnel who compute the payroll, certify payments, record
payroll data in the accounts, distribute pay, review payroll transactions, and develop, test and
maintain supporting computer systems.

B.  Personnel engaged in pay, leave, and allowances activities shall:

1. Be adequately trained and kept informed about the requirements of
laws, regulations, and legal decisions;

2. Be adequately supervised to help prevent any unauthorized, fraudulent,
or other irregular act;

3. Perform operations effectively, efficiently, and economically in
accordance with laws, regulations, and legal decisions;

4. Review the operations, including internal controls, on an ongoing basis
to ensure such performance; and

5. Identify and resolve inconsistencies in information submitted,
processed, and reported during the various payroll cycles.
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C.  Payroll systems shall be integrated or interfaced with:

1. Personnel systems to obtain current information on which to process
pay, leave, and allowances. Additionally, accurate information is needed to help minimize the
possibility of fraud, waste, and mismanagement;

2. The general ledger system to provide information to prepare various
financial statements;

3. Cost accounting systems to distribute and charge payroll labor cost data
to appropriations, jobs, projects, programs, and departments; to help in properly evaluating
operations and management; and to support budget conception and development; and

4. Other financial management systems to meet reporting and
management objectives.

D.  The interfaces discussed in subparagraph 010203.C. shall be used to assist in
timely reconciliation of data elements and discrepancies noted between the systems.

E. Transactions recorded in the pay, leave, and allowance records shall be
adequately supported by properly authorized documents.

F.  Procedures will be in effect to properly back-up data in the event of power
failure, equipment malfunction, or other hazards.

G.  External audits and internal examinations of payroll operations shall be
made by persons not engaged in those operations to determine whether such operations are
efficient, effective, and economical and are in accordance with laws, regulations, and legal
decisions.

* H.  The frequency with which payrolls must be prepared has considerable
bearing upon the cost of carrying out the payroll functions. So that payroll operations may be
performed without incurring undue cost, employees’ pay shall be computed on a biweekly basis,
unless law requires a different time frame. Special payments are prohibited except as addressed in
paragraph 080102. Advances of pay are covered in section 0309. All employees will be informed
of the designated payday. Pay should be made available to the employees on the day designated as
the payday. The payday lag between the close of the pay period and payday shall not exceed
12 calendar days. When a payday falls on a holiday or an 'in lieu of holiday, the payday will be on
the first preceding business day.

I. Savings bonds shall be mailed to the address provided by the employee. All

purchased bonds shall be issued biweekly and mailed as soon as possible after payday. Bonds
returned by the U.S. Postal Service shall be returned to the disbursing or issuing officer. All bonds
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shall be kept in a safe or locked fireproof cabinet, pending distribution or return to the disbursing or
issuing officer.

010204. Privacy Act Requirements

A. General

1. All Standard Forms (SF) and locally approved forms containing
information subject to the Privacy Act of 1974 (reference (e)) should have a Privacy Act statement
either incorporated in the body of the document or in a separate statement accompanying each form.
When separate, the accompanying statement carries the same number as the form.

2. Whenever agencies ask for personal information, including the Social
Security number (SSN) from an employee, that employee must be notified of the following:

a. The statutory authority for gathering the information;
b. The purpose for which the information will be used;

c. The “routine uses” of the information (persons or organizations
who normally receive the information); and

d. The effect on the employee of not supplying the information.
This notification will be contained in the Privacy Act statement.

B. Forms. Whenever personal information is requested from an employee on forms
covered by the Act, a copy of the form accompanied by the applicable statement will be given to the
employee at the same time as the request for information.

C. Access and Accounting. Employees generally are entitled to have access to their
own records under the Privacy Act, as are personnel who need to know the information to carry out
their duties. Under specified conditions, certain other persons or agencies may receive information.
Employees must be notified of release of information to outside agencies upon request. Agencies
responsible for maintaining records must account for information released and requests for change
by the employee concerned.

%0103 ELECTRONIC FUNDS TRANSFER (EFT) FOR FEDERAL CIVILIAN SALARY
PAYMENTS

010301. General
A.  Authority. Public Law 104-134, the Debt Collection Improvement Act of

1996 (Act) (reference (e)), requires all Federal payments to be made by electronic funds transfer
(EFT), with the exception of tax refunds, beginning January 2, 1999. On September 25, 1998,
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the Department of the Treasury and its Financial Management Service issued final rule 31 CFR
Part 208 (reference (c)), which implements the EFT requirements of the Act.

B.  Policy. The Department requires participation in EFT as a condition of
employment. The policy covers all categories of DoD personnel including civilians, military,
military retirees, and annuitants.

C. Responsibilities

1. Director, DFAS, in conjunction with the Office of the Deputy Chief
Financial Officer shall:

a. Publish EFT payment policy and implementing procedures for pay
of all DoD civilian personnel.

b. Coordinate the presentation of issues and proposed exceptions in
the Department’s mandatory EFT policy to the Department of the Treasury for approval.

c. Prepare appropriate reports for submission to the Department of the
Treasury.

d. Ensure that DFAS Centers provide periodic reports to DFAS-HQ
which reflect EFT participation; and

e. Furnish, to employing organizations at the end of each fiscal year
quarter, a listing of DoD employees paid by DFAS who do not participate in EFT.

2. DoD Component Personnel Directors shall:

a. Ensure all civilian employees are informed of the conditions under
which participation in the EFT program is required.

b. Promote EFT enrollment. Employing activities will be furnished a
report after the end of each fiscal year quarter of employees, by organization, who do not participate
in EFT.

3. Directors or Commanders of all DoD Activities shall:

a. Ensure that all personnel are made aware of, and comply with, the
mandatory EFT provisions.

b. Monitor EFT participation.

c. Ensure that waivers for all eligible employees are on file.
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d. Ensure reimbursements are made to civilian employees who incur
charges due to the government’s failure to accurately and timely deposit pay in their EFT accounts
(see paragraph 010304.); and

e. Provide information for reporting purposes to DFAS Centers when
so requested (see paragraph 010305.).

D.  Applicability. The mandatory EFT provisions apply to all DoD personnel,
including nonappropriated fund (NAF) personnel.

E. Waivers

1. General. Individuals who believe that EFT will cause them a hardship
may elect a waiver.

2. Waiver Submission. Waivers will be submitted to the commanding
officer or civilian director of the employing activity.

3. Authorized Waivers. In accordance with 31 CFR Part 208.4 (reference
(¢)), payment by EFT is not required in the following cases:

a. Where an individual determines that payment by EFT would
impose a hardship due to a physical or mental disability or a geographic, language, or literacy
barrier, or would impose a financial hardship.

b. Where the political, financial, or communications infrastructure
in a foreign country does not support payment by EFT.

c. Where the payment is to a recipient within an area designated by
the President or an authorized agency administrator as a disaster area. This waiver is limited to
payments made within 120 days after this disaster is declared.

d. Where a threat may be posed to national security, the life or
physical safety of any individual may be endangered, or a law enforcement action may be
compromised.

e. Where the agency does not expect to make more than one

payment to the same recipient with a one-year period, i.e., the payment is non-recurring, and the
cost of making the payment via EFT exceeds the cost of making the payment by check.

010303. EFT Documentation for Enrollment
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A. To enroll in the EFT program, an employee must complete one of the
following Direct Deposit authorization forms and submit the form to his or her local Customer
Service Representative.

1. SF 1199A (Direct Deposit Sign-Up Form);
2. FMS Form 2231 (FASTSTART Direct Deposit); or
3. DD Form 2762 (Direct Deposit Authorization).

Each form contains detailed instructions for completing the authorization.
The SF 1199A has a section that must be completed by the employee’s financial institution. FMS
Form 2231 and DD Form 2762 do not require approval by a financial institution.

B. The following enrollment sources may be used to support the
FMS Form 2231 or DD Form 2762:

1. Canceled check or share draft (micro encoded data on the bottom).
2. Savings or checking account identification card.

3. Department of the Treasury 1099-INT (Statement for Recipients of
Interest Income).

4. Bank statement.

NOTE: A combination of sources may be necessary to obtain the required information to start or
change EFT enrollment.

010304. Reimbursement of Financial Institution Charges

A.  General. Charges by financial institutions resulting from erroneous
information provided by the individual or the financial institution to the civilian payroll office are
not the liability of the government and will not be reimbursed. Reimbursement is authorized and
limited to overdraft charges or minimum balance or average balance charges levied by the financial
institution as a result of an administrative or mechanical error on the part of the government which
causes pay to be deposited late or in an incorrect manner or amount.

B.  Procedures. When charges result from government errors, servicing DFAS
Centers will contact the financial institution to explain the error and request charges levied against

the account holder be reversed.

1. If the financial institution declines to reverse the charges, government
reimbursement of the charges will be made. While the servicing DFAS Center normally absorbs
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such charges, the DFAS Center reserves the right to charge the applicable agency’s operating
appropriation for such amounts when the error was caused by information furnished by that agency.

2. Letters will be provided to dishonored check recipients explaining that
the dishonored check was caused by government error, not an error on the part of the individual.

010305. Reporting Requirements. The DFAS Centers will periodically report to
DFAS-HQ/F on EFT participation. Refer to subparagraph 090205.F. for reporting guidance.

010306. Payments other than EFT

A.  The disbursing officer shall mail checks to the non-wofk address provided
by the employee. On an exception basis, checks shall be delivered to designated agents in the
employing offices for delivery to the employees at the work locations.

B. In those situations when delivery of paychecks to individuals by designated
agents is authorized, persons designated to deliver these paychecks shall not participate in the
following activities: preparing, approving, or certifying vouchers and personnel action documents;
maintaining the payroll; time and attendance records; and leave records. Each employee shall be
known by, or identified to, the person who delivers the employee’s paycheck. Paychecks should be
handled as few times and by as few people as possible. Checks not delivered within the time
specified by the disbursing officer shall be returned to the disbursing or issuing officer. All checks
shall be kept in a safe or locked fireproof cabinet, pending distribution or return to the disbursing or
issuing officer.

C.  If, under extraordinary circumstances, payments must be made in cash, DoD
civilian employees shall properly identify themselves and shall acknowledge payment by signing a
receipt form when payments are received. Requiring a pay receipt in advance of actual payment
shall not be permitted. All payments shall be made only by persons who have been authorized to
perform disbursing functions and were not part of the pay computation process.

0104 , ESTABLISHMENT AND CONTROL OF EMPLOYEES’PAY RECORDS

010401. Use of SSN for Identification

A.  The SSN will be used to identify all employees paid by the Department.

B.  The SSN has nine digits, with hyphens as separators before the fourth and
sixth digits. Adding a prefix or suffix is not authorized. Only the nine digits are used in internal
computer processing; however, the hyphens may be printed on output documents.

C.  Ifan employee is not required to have an SSN, a pseudo SSN shall be used.

010402, Pay Records
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* A.  Each employee shall have an individual pay record maintained as part of the

master pay record. Normally, only one pay record shall be active at any given time for each
authorized position. If more than one pay record is maintained, the rationale must be thoroughly
documented and an audit trail maintained between the two pay records. Sufficient information on
active pay records shall be retained or be accessible at the civilian payroll office to facilitate local
input, payment, and administrative functions.

B.  The pay record shall contain all transaction information related to payments
and deductions with an audit trail to the authorizing source document. The record shall contain
information on hourly, daily, or piece work pay rate; all eamings by type (overtime, night
differential, danger pay, etc.) separately identified; all deductions by type (charity, union, health
insurance, life insurance, etc.) separately identified; year-to-date wages earned; year-to-date
deductions withheld; annual, sick, and any other leave earned; leave taken, lost, or forfeited; excess
leave taken; and a settlement of lost or unused leave balances. The pay record shall contain other
information, as necessary, for computing pay and preparing reports, as well as being the source for
the Leave and Earnings Statement (LES).

C.  The master pay record shall contain current month, and, as an integral part
thereof or in a separate data file, at least the five preceding months’ records readily available for
processing and inquiry. Summary information shall be carried forward, longer than six months
when required, until new summary records are established. Disposition of pay records shall be
done in accordance with the General Records Schedule 2 (reference (g)).

010403. Payroll Substantiating Document File

* A. VWith the centralization of the civilian payroll function, two separate
document files will be established and maintained for each employee. One will be located at the
civilian payroll office and one with the CSR. All source documents that substantiate the employee’s
entitlement to compensation, leave, benefits, and authorize or support deductions will be kept in the
file folders as indicated in subparagraph 010504.B. The file label will contain the employee’s name
and SSN and will be maintained in SSN sequence.

B.  The civilian payroll office file will contain the following:

1. SF 1150 (Record of Leave Data) and SF 1150-A (Transfer of Leave
Records for Leave Recipient Covered by the Voluntary Leave Transfer Program);

2. Voluntary/involuntary DoD/non-DoD indebtedness to the U.S.
Government;

3. Voluntary/involuntary tax levies;

* 4. Bankruptcies, court-ordered garnishments of alimony, child support,
and commercial debts are maintained by DFAS-CL/L;
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5. Thrift Savings Plan (TSP) loan information;

6. NAF 401k authorization;
) 7. NAF retroactive TSP election authorization;

8. SF 1190 (Foreign Allowances Application, Grant, and Report);

9. Documentation for all manual pay and leave adjustments;

10. Cash collection vouchers;

11. Physician’s allowance authorizations; and

12. Any other documentation to support payments.

C.  The civilian payroll office will maintain and safeguard the retirement records

(SF 2806, “Individual Retirement Record (CSRS),” SF 3100, “Individual Retirement Record
(FERS),” and OPM Form 1514, “Military Deposit Worksheet™) in a separate file per instructions in
subparagraph 040301.E.
* D.  The employing activity/CSR files will contain the following documentation.

1. Preconversion historical files (all personnel and payroll data of an
existing civilian payroll system prior to conversion to another civilian payroll system or a
consolidated civilian payroll office);

* 2. Employment/loan verification requests;

3. Employee deduction information (allotments and net pay distribution;
charities; unions; federal, state and local taxes; bonds; and address changes); and

* 4. The disposition of active and inactive files shall be in accordance with
the General Records Schedule 2 (reference (g)).

* E.  All verified source documents will be placed in the document file not later
than the end of the pay period in which the document applies. The folders will remain in an active
status during the period the employee's pay account is maintained by the civilian payroll office.
Upon the employee's separation or transfer, and after all final payroll transactions have been
completed, the folder will be removed from the active file and placed in an inactive file. The
disposition of active and inactive files shall be in accordance with the General Records Schedule 2
(reference (g)).

F.  All files (manual and electronic) will be protected in accordance with “For
Official Use Only” and Privacy Act (reference (€)) requirements.
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010404. Document Control. In order to ensure timely processing of payroll
documents and to facilitate audits and reconciliation of individual pay accounts, source documents
should be controlled at the retention site. The following procedures are recommended:

A.  Assign a control number to all source documents. The numbering system
should facilitate the use of one line entries on the log (e.g., two digits identifying the pay period
number and the last digits identifying the document number, beginning with one (1) for each pay

" cycle);
B.  Identify the type of document or form number;
C.  Record the date received and the clerk to whom routed for processing; and

D.  Record the date processed and logged out for filing.

010405. Personnel Actions

A. The SF 50 (Notification of Personnel Action) is the primary source for
payroll and personnel information systems. The content of the SF 50 will form the basis for
personnel transactions flowing to payroll via automated personnel/payroll system interfaces.

B.  The SF 2809 (Health Benefits Registration Form) and SF 2810 (Notice of
Change in Health Benefits Enrollment) are used to start, change, and stop the coverage of health
benefits for employees.

C.  The Form TSP-1 (TSP Election Form) is used to start, change, and stop
deductions for employees. The Form TSP-19 (Transfer of Thrift Savings Plan Information
Between Agencies) is used to transfer TSP information between agencies. The civilian payroll
office uses the Form TSP-22-R (Loan Payment Allotment Form-Reamortization) to begin
deductions for a TSP loan.

010406. Payroll Controls. Appropriate controls must be established over payroll
operations that will include, but are not limited to, the items below.

A.  Controls that will help ensure the correct, complete, accurate, and properly
authorized processing of payroll documents include, but not limited to, the following items.

1.  An authorized official must approve in writing or through electronic
signature (made by entering designated codes into an automated system under safeguards to prevent

unauthorized use) corrections and other adjustments to data in official records, as follows:

a. Records of all changes made after records have been approved or
certified must be generated and maintained.
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b. Manual corrections on documents made after the documents have
been approved or certified must be made in a way that does not obliterate the original entries.
Corrections must be initialed and dated by the person making them and must be approved by a
designated authorizing official.

c. Automated system changes to data must be made in such a way
that an audit trail is maintained to show or provide reference to documents which show the original
and new data and the authorization for the change. Such changes must be only on the basis of
properly approved documents authorizing the changes.

* 2. There must be separation of duties among those in the following list.
When the size of the organization does not permit separation of all of the duties, the most effective
separation feasible under the circumstances must be provided. In order to minimize opportunities
for carrying out unauthorized, fraudulent, or otherwise irregular acts, the separation of duties should
ensure that no one person performs all phases of a transaction from beginning to end without the
intervention of some other person or persons who provide a cross-check:

a. Certification of payments,

b. Payroll computation,

c. Recording of payroll account data,

d. Distribution of pay,

e. Review of payroll transactions,

f.  Automated system development,

g System testing,

h. System implementation, and

1. System maintenance.

3. The following must be restricted to authorized personnel:

a. Access to personnel, payroll, and disbursement records or data
files;

b. Access to forms used in authorizing special entitlements,
allowances, and pay rates; and

c. Payroll processing equipment and related software.
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4. 'When feasible, employees engaged in civilian payroll functions must
not maintain or provide service for their own payroll and personnel records. This internal control
shall be incorporated into security system software that governs access to civilian payroll system
records. When the size of an office is so small that this is not feasible, employees engaged in
payroll activity may only maintain and provide service for their own:

a. Routine deductions, such as withholding exemptions for federal,
state, and local tax purposes, and voluntary allotments; and

b. Time and attendance documents under certain circumstances as
provided for in paragraph 020404.

5. To detect inappropriate data at the earliest time and to the extent
practical, data entered into automated payroll systems must be subjected to computerized edits
when entered. Data elements not susceptible to such edits must be edited at the earliest practical
time. Inappropriate data detected must be promptly investigated, corrected and, if appropriate,
reprocessed. A record of such data, its originator, and its disposition must be generated and
maintained.

B.  Controls that help ensure that computerized payroll operations process
transactions and produce reports accurately, by use of the following and other techniques:

1. Testing computer programs and changes to programs prior to placing
them in operation and subsequently testing the various data elements and computational procedures

as needed to ensure that they are operating as intended;

2. Certifying acceptance of software changes by the civilian payroll
offices;

3. Performing periodic preventive maintenance on hardware, noting and
promptly resolving problems; and

4. Including in the programmed instructions such techniques as:

a. Verification of SSNs or other identifying information for
employees authorized to be paid against a master list or file of such information for valid current
employees;

b. Use of proper authorization codes by authorized payroll employees;

c. Acceptance of data entry from authorized terminals only;

d. Verification of data entry using batch control totals, when
applicable; and
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* e. The software in use must ensure that beginning totals plus
transaction totals equal ending totals.
010407. Reconciliation with Human Resources Organization
* A.  Reconciliation of common data between the appropriate human resources

organization (HRO) and the civilian payroll office must be accomplished every four months. The
appropriate HRO reviews the reconciliation and annotates any mismatches it resolves and passes
them to the civilian payroll office for its action. The civilian payroll office will ensure that review
and necessary corrections are made to the civilian pay database. The civilian payroll office will
accomplish the reconciliation within 10 workdays after receipt from the appropriate HRO.

* B.  Based on the predetermined schedule, DCPS will generate and transmit the
reconciliation files to the appropriate personnel system host.

0105  CIVILIAN PAYROLL OFFICE DISESTABLISHMENT PROCEDURES

010501. Purpose. These procedures prescribe the responsibilities and actions for
DoD civilian payroll operations that are being disestablished in accordance with consolidation
initiatives. Refer to section 0603 for procedures concerning mass transfer of employee accounts
between existing civilian payroll offices.

010502. Applicability and Scope. These instructions apply to all DoD civilian
payroll offices regardless of Component affiliation whose payroll accounts are being transferred to
a consolidated civilian payroll operation.

* 010503. Responsibilities. Responsibility for implementing these procedures lies
primarily with the civilian payroll office whose accounts are being transferred. However, there
must be close coordination with the civilian payroll office’s major command/claimant, the DFAS
Center which has responsibility for the closing civilian payroll office, and the consolidated civilian
payroll office which will assume responsibility for the transferred accounts. These procedures must
be completed within 90 days after the date the payroll accounts are transferred to the consolidated
civilian payroll office.

010504. Actions Required by the Losing Civilian Payroll Office

* A. Notify Affected Parties. All parties who are currently receiving support
from the civilian payroll office that is to be disestablished must be informed that the existing payroll
servicing arrangement is being changed and when that change will occur. It is recommended that
these parties be notified well in advance of the transfer, but not later than 30 days prior to the date
of the actual transfer. For consolidations occurring overseas, it is recommended that notification be
made not later than 45 days prior to the date of actual transfer.

* 1. The following is a list of affected parties who should be notified of the
impending change of the payroll servicing arrangement. Sample letters that may be used for that
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purpose are shown in Figures 1-1 through 1-12. While the list is intended to be all inclusive,
individual civilian payroll offices may have unique customers who are not mentioned. If this
situation should occur, the losing civilian payroll office must develop a letter for those customers
using one of the sample letters as a basis.

a. The appropriate HRO providing support to the civilian payroll
office. The appropriate HRO will be responsible for notifying labor organizations and professional
associations. See Figure 1-1.

* b. Each Internal Revenue Service (IRS) District to which payments
for tax levies is submitted. See Figure 1-2. Inform the IRS office that there will be no further
annual civilian pay reporting for the losing civilian payroll office EIN. The consolidated civilian
payroll office may submit adjustments to prior tax reports. See Figure 1-3.

c. Each state and local taxing authority for which withholding is
being made (including those taxing authorities who do not have an agreement with the Department
of the Treasury but for whom employees are making tax payments via allotments). See Figure 1-4.

* d. The National Finance Center (NFC), as the TSP Recordkeeper.
Adjustments prior to conversion will be made using the old payroll office number. See Figure 1-5.

e. [Each court to which alimony, child support, bankruptcy, and
commercial debt payments are being remitted. See Figure 1-6.

f.  The supporting Federal Reserve Bank (FRB) and other financial
institutions to which remittances are being made. See Figure 1-7.

* g. The OPM. Adjustments prior to conversion will be made using the
old payroll office number. See Figure 1-8.

h. Each NAF Employee Benefit System for whom retirement
deductions are being remitted under the Portability of Benefits for Nonappropriated Fund
Employees Act of 1990, P.L. 101-508, (reference (e)). See Figure 1-9.

i. Each Combined Federal Campaign (CFC) office for which
charitable contributions are being remitted. See Figure 1-10.

* J.  Employees making installment payments by check or money order
for indebtedness to the U.S. Government. See Figure 1-11.

* k. The Defense Manpower Data Center (DMDC) and DFAS-
Cleveland Center for salary offsets which will be processed at the consolidated civilian payroll
office. See Figure 1-12.
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* l. . Health Benefits Insurance Carriers. Inform insurance carriers by

preparing an SF 2811 (Transmittal and Summary Report to Carrier - Federal Employees Health
Benefits Program). Attach a system-generated listing, initiated by the civilian payroll office, to the
SF 2811 in lieu of individual SFs 2810.

m. Other federal agencies for whom debts are being collected, e.g.,
Department of Education or Department of Veterans Affairs.

B.  Prepare Employee Substantiating Document Files. Although every effort
will be made to transfer data through the automated conversion process rather than by transferring

hard-copy documents, it will still be necessary to send certain hard-copy documents from the losing
civilian payroll office to the consolidated civilian payroll office. In many cases the information may
not be contained in the automated files of the losing civilian payroll office and, therefore, would not
be a part of the conversion process. In other cases, the documentation is required for legal support
for action to be taken by the consolidated civilian payroll office. These hard-copy documents will
supplement the automated conversion process and will facilitate the movement of civilian payroll
accounts without degradation of timely and accurate payroll service.

1. In order to facilitate the movement of hard-copy documents, the losing
civilian payroll office must prepare substantiating document files containing hard-copy documents
that must be transmitted to the consolidated civilian payroll office. The files will consist of
originals or copies, as appropriate. If the original is forwarded to the consolidated civilian payroll
office, the losing civilian payroll office should retain a copy.

* 2. Substantiating document files may be transmitted in either subject
matter or employee sequence, depending on how files are maintained by the losing civilian payroll
office. Subject matter files are defined for this purpose as a file maintained for a particular type of
document, e.g., bankruptcies.

* 3. The files will be letter size with the label in the upper left-hand corner.
Labels must be either typed or printed legibly. If files are transmitted in subject matter sequence,
the subject matter title will be contained in the first line of the upper left corner of the label and the
second line will show the losing civilian payroll office name and number. All documents contained
in the subject matter file should contain the employee’s name and SSN.

* 4. 1If files are transmitted in employee sequence, the first line of the label
will contain the employee’s SSN; the second line will contain the employee’s last name, first name,
and middle initial in that order; and the third line will show the losing payroll office name and
number. The files will be assembled in either SSN sequence within payroll block or straight SSN
sequence and sent as one package to arrive at the consolidated civilian payroll office not later than
the end of the first week following conversion.

5. Listed below is documentation that must be included in the
substantiating document file and transferred to the consolidated civilian payroll office:
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a. Indebtedness to the U.S. Government. Forward a copy of
documentation to support current collections with the unpaid balance of the debt, the appropriation
or fund cite to be used, and the remittance address. Examples of indebtedness to the U.S.
Government are advance of pay, government property lost or damaged/report of survey, travel
collection, health benefits for leave without pay, Office of Workers’ Compensation Programs
(OWCP) leave buy back, or salary overpayment.

b. Form 668-W (Notice of Levy on Wages, Salary, and Other
Income). Forward the original IRS tax levy (voluntary or involuntary) showing the unpaid balance.
Any levies received after payroll accounts have been transferred should be forwarded directly to the
consolidated civilian payroll office.

c. Court Ordered Bankruptcy. Forward the original court orders and
addendums with balance due on the current order. Any court orders received after payroll accounts
have been transferred should be forwarded directly to the consolidated civilian payroll office.

* d. Court Ordered Garnishment. Forward a copy of the most current
gamishment for alimony, child support, and/or commercial debt including addendum. If the
gamishment was for a set amount, furnish the unpaid balance. Any court orders received after
payroll accounts have been transferred should be forwarded in accordance with subparagraph
041202.C.

e. Authorizations of NAF 401k Contributions. Forward a copy of the
authorization which supports employee contributions to a NAF 401k plan allowable by the
Portability of Benefits for Nonappropriated Fund Employees Act of 1990 (reference (¢)).

f. TSP Retroactive Contribution Authorization. Forward a copy of
the authorization made by an employee who is currently making retroactive TSP contributions
allowable by the Thrift Investment Board under its error correction procedures.

g. SF 1190. Forward a copy of the latest SF 1190 if the data is not
included in the automated conversion process. The SF 1190 will be used to support payment of
allowances and differentials in foreign areas.

* h. Form TSP-22 (TSP Loan Payment Allotment Form). Forward a
copy of all Forms TSP-22 which support TSP loan information.

i. SF 1150. Forward a copy of the SF 1150 if all leave data is not
included in the automated conversion process. The SF 1150 will be produced and leave balances
annotated in the remarks section if credit hours, compensatory hours, advance annual or sick leave,
restored and/or reinstated leave, and compensatory time off for religious reasons are not included in
the automated conversion process. Ensure all absence without pay, home leave, and military leave
including leave for law enforcement purposes are annotated on the SF 1150 in blocks 16 through
23.

1-18




DoD Financial Management Regulation Volume 8, Chapter 1
% August 1999

(1) Compensatory time balances must include the overtime rate of
pay at which each occurrence of compensatory time was earned.

(2) Restored/reinstated leave information must include the
effective date, the termination date, and the balance of each occurrence.

j. SF 1150A. Forward a copy of the SF 1150A if all donated leave
data are not included in the automated conversion process. Information conceming individual
donors and balances must be included in order to return unused leave.

k. LES. Forward a copy of the LES used to establish temporary leave
balances for recent employee accessions when an SF 1150 has not been received by the losing
civilian payroll office.

I Authorization for Physician’s Comparability. Forward a copy of
the physician’s comparability allowance service agreement (or equivalent) annotated with the
unpaid balance.

m. Statement of Annual Annuity Amount for Reemployed Annuitants.
Forward a copy of the most recent SF 50 or other documentation that supports the amount of
biweekly salary offset for reemployed annuitants.

n. OPM Form 1514. Forward a copy of each OPM Form 1514 with
an unpaid balance, a copy of the related SF 2806/3100, and supporting SF 2803/3108 (Application
to Make Deposit or Redeposit). Ensure that the copy of OPM Form 1514 forwarded to the
consolidated civilian payroll office includes postings for the final pay period paid by the losing
civilian payroll office. NOTE: One pay period prior to conversion, forward an advance copy of
OPM Form 1514. Ensure that the final OPM Form 1514 is included in the substantiating document
file.

0. Form W-5 (Earned Income Credit Advance Payment Certificate).
Forward a copy of the Form W-5 to support payment of the advance earned income credit if data is
not included in the automated conversion process. If the transfer occurs the last pay period of the
year, do not forward. The employee must submit a new Form W-5.

p. Continuation of Pay, Workers’ Compensation, and Buy Back of
Leave. Forward a copy of the documentation that supports payment of continuation of pay and/or
places an employee on workers’ compensation if available. Forward copies of the documentation to
support buy back of leave.

g- SF 1154 (Public Voucher for Unpaid Compensation Due a
Deceased Civilian Employee). Complete and forward an SF 1154 for each deceased employee who
has not been officially separated from the payroll system and whose unpaid compensation has not
been paid to the beneficiaries. The face of the SF 1154 should be completed only for the block
beginning “Amount of unpaid compensation due....”. The Summary of “Unpaid Compensation” on

1-19




DoD Financial Management Regulation Volume 8, Chapter 1
% August 1999

the reverse of the SF 1154 must be completed in its entirety. Ensure that any unpaid compensation
placed in the deposit fund account is transferred to the consolidated civilian payroll office via hard
copy check. The consolidated civilian payroll office will make the payment to the beneficiaries
using the SF 1154 furnished by the losing civilian payroll office upon receipt of the SF 1153 (Claim
for Unpaid Compensation of Deceased Civilian Employee) from the appropriate HRO.

* r. Unprocessed Documents. The CSR should process documents that
have been received, but were not processed prior to the transfer of payroll accounts, to the
consolidated civilian payroll office. Processing should be in accordance with procedures
established for that CSR.

s. Severance Pay Authorization. Forward a copy of an SF 50 for each
employee authorized and receiving severance pay. Annotate the remaining severance pay to be
paid and weekly severance amount, if not included in the automated conversion process.

C.  Prepare Payroll Office Substantiating Document Files. While the majority
of employee-related information will be a data transfer as part of the automated conversion process,
historical data to support the summary or civilian payroll office level will not be included.
Therefore, it will be necessary to transfer certain documents that support actions taken by the losing
civilian payroll office in the past.

1. In order to facilitate the movement of hard-copy documents, the losing
civilian payroll office must prepare a civilian payroll office substantiating document file that
consists of copies of the original documents. The losing civilian payroll office will retain the
original documents in accordance with the General Records Schedule 2 (reference (g)). This will
enable the consolidated civilian payroll office to make future corrections or adjustments as
necessary.

* 2. The files will be letter size with the label in the upper left-hand cormner.
The first line of the label will contain the applicable calendar year; the second line will show the
losing civilian payroll office employer identification number (EIN); and the third line will contain
the civilian payroll office name and number. One file for each calendar year will be assembled and
sent as one package to the consolidated civilian payroll office as soon as practical, but not later than
the end of the first week following conversion.

3. Listed below is the documentation that must be included in the
substantiating document file:

a. Form 941 (Employer’s Quarterly Federal Tax Retumn) and Form
941c (Statement to Correct Information Previously Reported on the Employer’s Federal Tax
Return). Forward copies of Forms 941 and 941c for the quarters of the current year plus the
quarters for the three years prior to transfer to the gaining civilian payroll office;

* b. Form W-3 (Transmittal of Wage and Tax Statements) and Form
W-3c (Transmittal of Corrected Income and Tax Statements). Forward copies of Forms W-3 and
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W-3¢ for the current year of conversion plus the three years prior to conversion for the losing
civilian payroll office.

* c. State and Local Tax Returns. Forward copies of all state and local
tax reporting files for the current year and the prior three years; and

* d. SF 135 (Records Transmittal and Receipt). Furnish copies of the
SF 135 with accession number and storage bin number after the files have been forwarded to the
National Personnel Records Center (NPRC) for the current and previous six years.

D. Complete Final Pay Period Processing. The losing civilian payroll office
must complete processing for the last pay period for which it has responsibility. Completion of
these actions will allow employee records to contain the most current information to be included in
the automated conversion process.

1. Compute and process final salary and other payments.

a. Prior to processing the final pay period, ensure that all time and
attendance reports have been received from employing activities and that all documentation has
been received from the appropriate HROs and employees. The losing civilian payroll office will
establish and publish cutoff dates for receipt of all documents for this last pay period.

b. Responsibility for special payments will be determined based upon
time frames within which the automated conversion process is completed. Payments made after the
last payday and before the automated conversion process is accomplished are the responsibility of
the losing civilian payroll office. It is crucial that employee records be updated with such payments
prior to the automated conversion processing. Payments made after the last payday and after the
automated conversion process is accomplished are the responsibility of the consolidated civilian
payroll office.

2. Prepare, balance, and distribute final pay period pay, leave, and
management reports. Complete pay period processing in accordance with regular biweekly
procedures and make final distribution of management reports. It is suggested that these reports be
annotated “FINAL” and a short memorandum attached stating these are the last reports to be sent
from this civilian payroll office and that future reports will be sent from the consolidated civilian
payroll office. Fumish the consolidated civilian payroll office copies of certified documents, e.g.,
Form 941, state and local tax reports.

3. Produce SFs 2806/3100. Those civilian payroll offices whose
automated system maintains and produces SFs 2806/3100 should ensure that these records are
produced for the final pay period paid. Fiscal history records should be closed out for the current
year, and the service history should reflect the last SF S0 or other applicable documentation.

E.  Reconcile and Clear/Remit Deposit Fund Account Balances. Moneys that
have been placed in deposit fund accounts pending remittance to the applicable payee must be
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remitted immediately after the final pay period. These accounts must not contain a balance after
payroll accounts have been transferred to the consolidated civilian payroll office. Any moneys
remaining in these accounts after final remittances have been made must be reconciled and the
account cleared. Listed below are types of accounts that may contain balances after completion of
final pay period processing along with instructions for the disposition of those balances.

1. State and Local Tax. The disbursing office will remit all state and local
taxes that have been withheld from employees, but not paid to the applicable taxing authority
regardless of the regular payment schedule. Annotate the payment as “FINAL” and inform the
taxing authority that future payments will be forthcoming from the consolidated civilian payroll
office. An exception is the civilian payroll office which reports non-payroll type taxes under the
same employer identification number as the civilian payroll office. For those, do not mark the
remittance as “FINAL.”

2. Savings Bonds. The bond issuing agent or disbursing officer shall remit
all savings bond balances in the form of a Treasury check made payable to the disbursing officer (in
his/her official capacity) at the consolidated civilian payroll office. Accompanying the check
should be a listing or report which contains each employee identified by name, SSN, and the unpaid
balance.

3. Indebtedness. Remit all collections that have been made for
indebtedness that have other than a biweekly remittance schedule. Annotate the payment as the last
one from the losing civilian payroll office and inform the creditor agency that future payments will
be forthcoming from the consolidated civilian payroll office.

4. Other Items Not Remitted on a Biweekly Basis. Remit all collections
that have been made for items that have other than a biweekly remittance schedule, e.g., monthly
allotments. Annotate the payment as “FINAL” and inform the payee that future payments will be
forthcoming from the consolidated civilian payroll office.

5. Beneficiary Compensation. Remit unpaid compensation due
beneficiaries of deceased employees in the form of a Treasury check made payable to the disbursing
officer at the consolidated civilian payroll office. Accompanying the check should be a listing or
report containing the deceased employee's name, SSN, and the amount of unpaid compensation
due. This information should support the SF 1154 contained in the employee substantiating
document file transferred to the consolidated civilian payroll office and should be only for those
deceased employees who have not been officially separated from the payroll system.

F.  Prepare and Remit Quarterly and Annual Reports. Although the final pay
period paid by the losing civilian payroll office may not coincide with the last pay period of the
quarter or of the pay or leave year, the losing civilian payroll office will prepare reports or submit
documentation to the applicable office.

1. Individual Leave Record (or equivalent). Prepare Individual Leave
Records (or equivalent) for the year of transfer, if not previously produced. These records will be
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maintained at the losing payroll office site for research and reference on the part of the consolidated
civilian payroll office until the accounting activity is consolidated to a DFAS Operating Location
(OPLOC).

2. Individual Pay Record (or equivalent). Prepare the Individual Pay
Record (or equivalent) for the year of transfer, if not previously produced. These records will be
maintained at the losing payroll office site for research and reference on the part of the consolidated
civilian payroll office until the accounting activity is consolidated to an OPLOC.

3. Form 1099-MISC (Miscellaneous Income). Prepare and distribute
unissued Form 1099-MISC (or Form W-2) to beneficiaries of deceased employees for whom the SF
1153 has been received. Distribution of the Form 1099-MISC (or Form W-2) to beneficiaries of
deceased employees should be made as soon as payment has been made. The Form 1099-MISC
will be prepared and submitted to the Social Security Administration (SSA) with the Form 1096
(Annual Summary and Transmittal of U.S. Information Returns). Transfer unpaid beneficiary
compensation to the consolidated civilian payroll office in accordance with subparagraph
010504.E.5.

4. Form W-2 (Wage and Tax Statement). The Form W-2 for the current
year may not be available when payroll accounts are transferred to the consolidated civilian payroll
office. Therefore, it will not be possible to print and distribute these tax statements. The civilian
payroll office assuming responsibility for the payroll accounts shall print and distribute Forms W-2
at the end of the current tax year using the EIN and address of the losing civilian payroll office. The
losing civilian payroll office shall be responsible for undeliverable tax statements except in the case
of a complete base closure. In the case of a base closure, the consolidated civilian payroll office
shall assume responsibility for undeliverable Forms W-2. See subparagraph 090207.C.1. for
additional information.

5. Form 941/941c. Prepare and balance the Form 941 for all wages,
deductions, and contributions for the quarter of conversion and prepare Form 941c for prior
quarters as necessary. Mail these tax reports as soon as all necessary balancing has been done.
Form 941/941c must be filed within the time limits specified in Circular E (reference (h)). Inform
the IRS of the gaining civilian payroll office’s address and EIN.

6. Federal Tax Reporting. Magnetic tape specifications for the current
year may not be available when payroll accounts are transferred to the consolidated civilian payroll
office. Therefore, it may not be possible to create the year-end tape at the time payroll accounts are
transferred. Conversion procedures will contain instructions for preparation and delivery of data
files that will be used in creating the magnetic tape.

7. State and Local Annual Tax Reports. Prepare all state and local tax
reports for the year of transfer. Taxable wages and year-to-date tax deductions must be balanced
for all affected employees and any necessary corrections or adjustments made. Submit all state and
local annual tax reports to the applicable taxing authority as soon as they are balanced and
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reconciled. State and local tax reports must be filed within the time limits specified by the state or
local authority.

8. Department of Labor Quarterly Continuation of Pay Report. Prepare
the Department of Labor Quarterly Continuation of Pay Report as of the last pay period paid by the
losing civilian payroll office. Submit the Department of Labor Quarterly Continuation of Pay
Report in accordance with normal distribution instructions as soon as possible after the end of the
last pay period paid, but not later than 30 days after the date of the last payday.

9. Report of Work Years and Personnel Costs for DoD Civilian
Employment (0197-OPM-AN). Prepare Part C (Leave Eamed and Used) of the Report of Work
Years and Personnel Costs for DoD Civilian Employment as of the last pay period paid by the
losing civilian payroll office. Part C was formerly Part D and has been redesignated for fiscal year
1992. The report should contain leave information for all pay periods paid during the current leave
year by the losing civilian payroll office. Submit the Report of Work Years and Personnel Costs for
DoD Civilian Employment in accordance with instructions as soon as possible after the end of the
last pay period paid, but not later than the regularly scheduled submission date.

10. Report of Personnel and Payroll Outlays by Operating Location (RCS:
DD-COMP(A) 1600). Prepare the Report of Personnel and Payroll Outlays by Operating Location
as of the last pay period paid by the losing civilian payroll office. The report should contain
information from the fourth quarter of the prior calendar year and all pay periods paid prior to the
transfer of payroll accounts to the consolidated civilian payroll office. Submit the Report of
Personnel and Payroll Outlays by OPLOC in accordance with instructions as soon as possible after
the end of the last pay period paid, but not later than the regularly scheduled submission date.

11. Report of Collections for Federal Salary Offset (RCS: DD-COMP(M)
1659). Prepare the Report of Collections for Federal Salary Offset as of the last pay period paid by
the losing civilian payroll office. The report should contain all collections made during the month
in which the losing civilian payroll office accounts are transferred to the consolidated civilian
payroll office. Submit the Report of Collections for Federal Salary Offset to the departmental level
as soon as possible after the end of the last pay period paid, but not later than the regularly
scheduled submission date.

G.  Balance, Close Out, and Transfer Retirement Records. All SFs 2806/3100
must be balanced, closed out, and transferred from the losing civilian payroll office. The OPM has
agreed to accept all SFs 2806/3100 for the CSRS/FERS as a part of the consolidation initiative.
This includes those records being maintained for frozen CSRS accounts and military deposits.
Records will only be forwarded to the OPM when the civilian payroll office, the departmental
reporter, and the OPM are in balance. Listed below are the tasks that must be accomplished in
order to submit the SFs 2806/3100.

1. Resolve Retirement Plan Discrepancies. Employees who have been
erroneously placed in an incorrect retirement plan, and whose records have not been adjusted, must
have such adjustments completed prior to submitting the records to the OPM. Complete

1-24




DoD Financial Management Regulation Volume 8, Chapter 1
* August 1999

adjustment actions underway to correct the SFs 2806/3100 and correct associated reports such as
the SF 2812 (Journal Voucher and Report of Withholdings and Contributions for Health Benefits,
Group Life Insurance and Retirement) and Form 941 as necessary. Inform the consolidated civilian
payroll office of any changes to previously converted data such as year-to-date Social Security and
Medicare wages. In addition, request the appropriate servicing HRO perform a review of employee
records to ensure that previously reported retirement plans are correct. Ensure that frozen CSRS
accounts have been properly handled in accordance with instructions contained in OPM Operating
Manual, the CSRS and FERS Handbook for Personnel and Payroll Offices (reference (i)).

2. Complete SF 2806/3100 Posting. Ensure that the name history, date of
birth, SSN, payroll office information, service history, and fiscal history on the SF 2806/3100 are
completely posted. The name history and service history must contain all SF 50 data received
during the last pay period. The fiscal history calendar year salary deductions for the current pay
year must include deductions for the last pay period paid by the losing civilian payroll office.
Annotate the last entry of the service history with the following: “Transfer of payroll function to
the Defense Civilian Pay System -- (name of consolidated civilian payroll office).” For example,
the records for those payroll accounts transferred to the DFAS-Denver Center would read:
“Transfer of payroll function to Defense Civilian Pay System - DFAS-Denver Center.”

3. Balance SFs 2806/3100. The monetary amount contained on the last
posting on the fiscal history accumulative total salary deductions for each hard copy SF 2806/3100
must be in agreement with cumulative retirement deductions for each employee contained in the
automated civilian payroll system. Ultimately, this amount must also be in agreement with
cumulative amounts agreed upon by the OPM and the departmental level. Discrepancies must be
resolved and corrective action taken to adjust either cumulative retirement deductions and/or hard
copy SFs 2806/3100.

4. Balance Military Deposit Worksheets. Ensure that all repayments (cash
collections or payroll deductions) made for military service credit deposits have been posted to the
OPM Form 1514 and the remaining balance reflects accrued interest through the date of the last
payment. Ensure that each OPM Form 1514 is supported by, and is in agreement with, the SF 2806
or SF 3100 maintained for that purpose. This SF 2806/3100 is separate and apart from the SF 2806
or SF 3100 maintained for regular retirement. Ensure that all collections have been reported via the
SF 2812.

5. Balance TSP Accounts. Amounts reported to the NFC on Form TSP-2
(Thrift Savings Plan Certifications of Transfer of Funds and Journal Voucher) must be in agreement
with amounts reported by the disbursing officer to the departmental level. The departmental level
will have performed an analysis of the two amounts based on information provided by the
disbursing officer and the NFC. The losing civilian payroll office will be responsible for
reconciling the difference and making necessary adjustments.

6. Balance SFs 2812. Amounts reported to the OPM on the SF 2812 must
be in agreement with amounts reported by the disbursing officer to the departmental level. The
departmental level will have performed an analysis of the two amounts based on information
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provided by the disbursing officer and the OPM. The losing civilian payroll office will be
responsible for reconciling the difference and making necessary adjustments. Ensure that all
collections have been reported via the SF 2812.

7. Certify SFs 2806/3100. Each SF 2806/3100 must be certified for its
accuracy. The certification will begin on the line below the last fiscal entry and will carry the
annotation “Deductions and service certified correct.” The payroll certifying officer will be
responsible for signing the certification.

8. Transmit SFs 2806/3100. All SFs 2806/3100 for CSRS and FERS shall
be forwarded to the OPM. This includes those records being maintained for frozen CSRS accounts
and military deposits. SF 2807 (Register of Separations and Transfers for CSRS) and SF 3103
(Register of Separations and Transfers for FERS) shall be prepared to forward records to the OPM.
A copy of the register shall be provided to the consolidated civilian payroll office. In order to
minimize the number of registers submitted to OPM, each register except for the last should contain
100 records. The records will be arranged in alphabetical order within the register. Only the last
page of the register should contain page totals, totals brought forward from page..., and accumulated
totals to date; therefore, except for the final page of each register, cut off each page just above the
“Page Totals™ block.

a. Employees who separate or retire before their records are
transferred to the OPM will have their SFs 2806/3100 submitted immediately in accordance with
standard procedures. They will not be batched with other records submitted to the OPM as part of
the transfer of the payroll function. The consolidated civilian payroll office must be informed of the
register number that submits this type of record so the number may be annotated on the retirement
transmittal submitted to the OPM from the consolidated civilian payroll office for the same
employee. This will allow the OPM to combine both submissions into one package.

* b. SFs 2807 received by a losing civilian payroll office after payroll
accounts have been transferred to the consolidated civilian payroll office'will be returned to the
sender. Attach the SF 2807 to a memorandum explaining that the payroll accounts have transferred
to the consolidated civilian payroll office and the SFs 2806/3100 must be sent to the OPM. A
sample memorandum is at Figure 1-13.

* 9. Clear OPM Discrepancy Notifications.  All outstanding OPM
discrepancy notifications must be resolved and returned as soon as possible. The goal is two weeks
after the last SF 2806/3100 has been submitted.

* 10. Microfiche SFs 2806/3100. A permanent record of SFs 2806/3100
must be made in case they are lost or destroyed during submission. Microfiche all SFs 2806/3100
prior to shipment from the losing civilian payroll office. Microfiche must be of a quality acceptable
for the General Records Schedule 2 (reference (g)). Retirement cards are to be filmed in the same
order as they appear on the register to OPM. The quality of the product should be reviewed after
records are microfiched to ensure the records are legible. Two sets of microfiche must be produced.
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One set must be retained as a part of the documents retained by the losing civilian payroll office and
one set must be forwarded to the consolidated civilian payroll office.

* H.  Complete In-Process Adjustments. Losing civilian payroll offices may have
work in progress that will not be completed prior to the transfer of payroll accounts to the
consolidated civilian payroll office. Examples of these types of adjustments would include research
and recalculation of retroactive adjustments to pay, leave, and deductions for court cases such as
Armitage, et al. v. United States, MSPB and FLRA judgments, arbitrations, grievances, unfair labor
practice determinations, and settlement agreements. The consolidated civilian payroll offices will
not assume the responsibility for completion of these actions.

1. Adjustments for active employees that have not been updated in the
losing civilian payroll office’s current payroll system will not be included in data converted for the
consolidated civilian payroll office. The losing civilian payroll office must complete the action and
inform the consolidated payroll office of the results so that office may take the appropriate action.

2. Inactive employee records will not be converted for the consolidated
civilian payroll office. The losing civilian payroll office must complete the in-process adjustment
and take appropriate action to ensure the records and reports applicable to that office includes the
adjusted amounts. Forward any report which has changed and which was previously included in
the payroll office substantiating document files to the consolidated civilian payroll office.

* 1.  Maintenance and Disposition of Historical Files

1. The losing civilian payroll office/accounting activity will be responsible
for maintenance and disposition of those residual records that are not forwarded to the consolidated
civilian payroll office. Records disposition will be in accordance with the General Records
Schedule 2 (reference (g)).

2. Upon consolidation of the accounting activity to an OPLOC, provide
microfiched copies of the residual employee pay records (or equivalent), leave records (or
equivalent), and time and attendance records (as available) to the consolidated civilian payroll
office. The quality of the product should be reviewed after records are microfiched to ensure that
records are legible. Microfiched records which are not of an archival quality will not be accepted
by the consolidated civilian payroll office.

a. Forward only the residual microfiched records that have not met
disposition requirements in accordance with the General Records Schedule 2 (reference (g)). These
records should be in chronological order, by pay block (if applicable) and SSN. For civilian payroll
offices using other than the SSN for record sequencing (i.e. employee identification number or
name), a listing should be provided, either on microfiche or hard copy, for converting the employee
identification number or name to the SSN.

b. Forward either the hard copy or microfiched pay records to the
NPRC. For civilian payroll offices using other than the SSN for record sequencing, also forward a
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copy of the above mentioned listing to the NPRC. Forward to the consolidated civilian payroll
office a copy of the SF 135 that accompanied these records to the NPRC.

c. Dispose of remaining records in accordance with local disposition
procedures.

d. Employee and payroll substantiating files as specified in
subparagraphs 010504.B. and C. may be disposed of in accordance with local disposition
procedures since copies or originals of these documents have already been forwarded to the
consolidated civilian payroll office.
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MEMORANDUM FOR HUMAN RESOURCES OFFICERS

SUBJECT: Change in Payroll Servicing Arrangement

The payroll office located at (local civilian payroll office name and address), Payroll Office
Number , 18 scheduled to be consolidated into the (name of consolidated site -
Charleston, Denver, or Pensacola) effective with the pay period beginning . The Payroll

Office Number assigned to the (name of consolidated site) is 97-38-(number).

This memorandum is to notify you officially of the impending change in the payroll
servicing arrangement, and to request that you disseminate this information to all affected parties
including state unemployment offices. We are particularly interested in ensuring that all labor
organizations and other like employee associations be notified well in advance of the change in
servicing arrangement and the effective date so they may inform their members. The (name of
consolidated site) will be forwarding a “welcome” package to you under separate cover. This
package will explain in greater detail the payroll services that will be provided and will also
outline changes that you may expect.

It is also requested that you initiate action to change the servicing Payroll Office Number
associated with each employee record contained in your automated civilian personnel system.
This change is necessary to ensure that automated submissions of entitlement and deduction data
are directed to the proper payroll office. The change in servicing Payroll Office Number should
be made after completing all transactions for the pay period ending , and before initiating
the first transaction for the pay period beginning . We have established a cut off
date of which will be the last date transactions may be received and processed by this
payroll office. You are requested to make every effort to honor this date as we must be in a
position to complete final pay period processing and prepare for the transfer of payroll files to the
consolidated site. :

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to (provide address).

Local Finance and Accounting Officer

Attachment

* Figure 1-1 (Sample Memorandum to Human Resources Officers)
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Internal Revenue Service
Street Address
City, State ZIP Code

Dear Sir:

The payroll office located at (local civilian payroll office name and address) is scheduled to

be consolidated into the (name of consolidated site - Charleston, Denver, or Pensacola) effective
with the pay period beginning

This letter is to notify you officially of the impending change in the payroll servicing
arrangement, and to inform you that remittances for tax levies and voluntary repayment of
delinquent taxes will no longer be made by this payroll office after . Enclosed is a list of
employees within your jurisdiction for which this office is making payroll deduction for tax
levy(s). The Form 668-W (Notice of Levy on Wages, Salary, and Other Income) provided to this
payroll office has been forwarded to the (name of consolidated site) as part of the official records
of that office. The (name of consolidated site) will honor the Notice of Levy, and you may
expect to receive the first remittance on or about . Levies, which have been misrouted
to this office and received after, will be forwarded directly to the (name of consolidated

site).

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to (provide address).

Sincerely,

Local Finance and Accounting Officer

Enclosure

% Figure 1-2 (Sample Letter to Internal Revenue Service for Levies)
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Date

Internal Revenue Service
(Enter address of Regional Service Center)

Dear Sir:

The purpose of this letter is to advise you that all civilian payroll accounts located at
, Employer Identification Number (EIN) will be moved to a consolidated
civilian payroll office located at , effective

The uses Employer Identification Number . Its address

is:

Civilian employees affected by the consolidation will receive two Wage and Tax Statements
(Forms W-2) for tax year __. will issue Forms W-2 to employees and submit
federal tax reports to the IRS through . The will also issue Forms
W-2 to employees for wages paid beginning through the end of the current tax year.
Although will perform no further annual civilian payroll reporting after tax
year , we may have occasion to report certain adjustments for civilian employees against it
in the future. Therefore, it must continue to be available for this purpose. Any questions, which
pertain to the planned consolidation, should be directed to

Sincerely,

Local Finance and Accounting Officer

* Figure 1-3 (Sample Letter to Internal Revenue Service for Closure)
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State/Local Taxing Authority
Street Address
City, State ZIP Code

Dear Sir:
The payroll office located at (local civilian payroll office name and address), Employer
Identification Number (EIN) , 1s scheduled to be consolidated into the (name

of consolidated site -- Charleston, Denver, or Pensacola) effective with the pay period beginning

This letter is to notify you officially of the impending change in the payroll servicing
arrangement, and to inform you that this payroll office after will no longer make the withholding
and remittance of taxes for your jurisdiction . The (name of consolidated site),
EIN , will be withholding taxes according to your published formulas, and remittance
will be in accordance with your agreement with the Department of the Treasury.

We will be providing you tax reports as a part of our normal disestablishment procedures.
These reports will include those normally furnished to you after the end of the tax year other than
Form W-2 and automated reporting media. The Form W-2 to individual employees will be
produced and distributed after the end of the tax year by the consolidated payroll office. You
will also receive year-end automated reporting at that time.

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to (provide address).

Sincerely,

Local Finance and Accounting Officer

* Figure 1-4 (Sample Letter to State/Local Taxing Authority)
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National Finance Center

Thrift Savings Plan Operations Office
P.O. Box 61150

New Orleans, Louisiana 70161-~1500

Dear Sir:

The payroll office located at (local civilian payroll office name and address), Payroll Office
Number , 1s scheduled to be consolidated into the (name of consolidated site -
Charleston, Denver, or Pensacola) effective with the pay date of . The Payroll Office

Number assigned to the (name of consolidated site) is 97-38-(number).

This letter is to notify you officially of the impending change in the payroll servicing
arrangement so that you may make the necessary changes to your records. Employee data
records for the final submission from this payroll office will contain the TSP Separation Code
“T” for those records that are being transferred to the (name of consolidated site). All other
records will carry the TSP Separation Code applicable to the particular employee being reported.
Enclosed is a list of employees currently having deductions made for TSP loans. Documentation
to support these loans will be transferred to the (name of consolidated site) and you may expect
to receive loan payment data along with regular biweekly employee data and payment record
submissions.

The point of contact for (local civilian payroll office) is . He/she may be reached
at . The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to (provide address).

Sincerely,

Local Finance and Accounting Officer
Enclosure

cc:
Thrift Investment Board

NOTE: Address correspondence to the Thrift Investment Board as follows:
Federal Retirement Thrift Investment Board

1250 H Street, NW
Washington, DC 20005

* Figure 1-5 (Sample Letter to National Finance Center)
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Court of

Street Address

City, State ZIP Code

Dear Sir:

The payroll office located at (local civilian payroll office name and address) is scheduled to

be consolidated into the (name of consolidated site - Charleston, Denver, or Pensacola) effective
with the pay period beginning .

This letter is to notify you officially of the impending change in the payroll servicing
arrangement, and to inform you that withholding and remittance of payments for (alimony, child
support, bankruptcy, commercial debt) will no longer be made by payroll office after
The enclosed list reflects employees who are having deductions made by this payroll office on
your behalf. The (name of consolidated site) has been provided the official court documentation
and will continue to honor the collection. You may expect to receive remittances from them on a
biweekly basis beginning on or about

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to (provide address).
Sincerely,

Local Finance and Accounting Officer

Enclosure

* Figure 1-6 (Sample Letter to Courts)
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Federal Reserve Bank/Financial Institution
Street Address
City, State ZIP Code

Dear Sir:

The payroll office located at (local civilian payroll office name and address) is scheduled to
be consolidated into the (name of consolidated site - Charleston, Denver, or Pensacola) effective

with the pay period beginning

This letter is to notify you officially of the impending change in the payroll servicing
arrangement, and to inform you that remittances for net salary payments and allotments will no
longer be furnished by this payroll office after . Previously completed employee
authorization for deposit to accounts will be transferred to the (name of consolidated site) and
will continue to honor these authorizations. You may expect to receive the first remittance on or
about

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to (provide address).

Sincerely,

Local Finance and Accounting Officer

* Figure 1-7 (Sample Letter to Federal Reserve Bank/Financial Institution)
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Chief
Financial Management Division
Retirement and Insurance Division
Office of Personnel Management
Washington, DC 20415-0001
Dear Sir:

The payroll office located at (local civilian payroll office name and address), Payroll Office
Number , 1s scheduled to be consolidated into the (name of consolidated site -
Charleston, Denver, or Pensacola) effective with the pay period beginning . The Payroll

Office Number for the (name of consolidated site) is 97-38-(number).

This letter is to notify you officially of the impending change in the payroll servicing
arrangement, and to inform you that you will no longer receive biweekly reports for withholdings
and contributions. Submission of the last SF 2812 (Journal Voucher and Report of Withholdings
and Contributions for Health Benefits, Group Life Insurance, and Civil Service Retirement) will
be on . Individual Retirement Records for the Civil Service Retirement System and
the Federal Employees Retirement System will be forwarded in accordance with agreements you
have reached with the Director, Defense Finance and Accounting Service. We will be working
closely with our departmental personnel and your staff to ensure that our records are in balance
before they are remitted. Any questions concerning our records once they are balanced and
forwarded should be directed to the (name of consolidated site).

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to (provide address).

Sincerely,

Local Finance and Accounting Officer

* Figure 1-8 (Sample Letter to Office of Personnel Management)
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Nonappropriated Fund Employee Benefit System
Street Address
City, State ZIP Code

Dear Sir:

The payroll office located at (local civilian payroll office name and address) is scheduled to

be consolidated into the (name of consolidated site - Charleston, Denver, or Pensacola) effective
with the pay period beginning

This letter is to notify you officially of the impending change in the payroll servicing
arrangement, and to inform you that remittances for nonappropriated fund retirement will no
longer be furnished by this payroll office after . Responsibility for deduction and
remittance of retirement contributions will be assumed by the (name of consolidated site). You
may expect to receive the first remittance on or about

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to (provide address).
Sincerely,

Local Finance and Accounting Officer

* Figure 1-9 (Sample Letter to NAF Employee Benefit System)
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Combined Federal Campaign of
Street Address
City, State ZIP Code

Dear Sir:

The payroll office located at (local civilian payroll office name and address) is scheduled to
be consolidated into the (name of consolidated site - Charleston, Denver, or Pensacola) effective

with the pay period beginning

This letter is to notify you officially of the impending change in the payroll servicing
arrangement, and to inform you that withholding and remittance of payments for charitable
contributions will no longer be made by this payroll office after . The (name of
consolidated site) will continue to honor previously executed employee authorizations for
charitable contributions. You may expect to receive remittances on a biweekly basis beginning
on or about

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of consolidated site) is . He/she may be

reached telephonically at , or by addressing mail to (provide address).

Sincerely,

Local Finance and Accounting Officer

* Figure 1-10 (Sample Letter to Combined Federal Campaign)
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Name of Employee
Street Address
City, State ZIP Code

Dear Sir:

The civilian payroll office located at (local civilian payroll office name and address) is
scheduled to be consolidated into the (name of consolidated site - Charleston, Denver, or
Pensacola) effective with the pay period beginning

This letter is to notify you officially of the impending change in the payroll servicing
arrangement, and to inform you that collection and processing of your payments for an
indebtedness to the U.S. Government will no longer be made by the civilian payroll office after
(date). The (name of consolidated site) has been provided the official documentation and will
continue to honor your remittances. After the date mentioned above, send your remittances, paid

to the order of to the (name of consolidated site).

The point of contact for (local civilian payroll office) is . He/she may be reached
at . The point of contact for the (name of consolidated site) is . He/she may be
reached telephonically at , or by addressing mail to the (name of consolidated site).

Sincerely,

Local Finance and Accounting Officer

* Figure 1-11 (Sample Letter to Employee)
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DMDC Monterey/DFAS - Cleveland Center
Street Address
City, State ZIP Code

Dear Sir:

The civilian payroll office located at (local civilian payroll office and address), is scheduled
to be consolidated into the (name of consolidated site - Charleston, Denver, or Pensacola)

effective with the pay period beginning

This letter is to notify you officially of the impending change in the payroll servicing
arrangement so that you may make the necessary changes to your records. Salary offsets will no
longer be made by this civilian payroll office after . Enclosed is a list of employees
having salary offsets and whose documentation will be forwarded to the (name of site) for salary
offset. Requests for salary offset that are misrouted to this office and received after
will be forwarded directly to the (name of site.

The point of contact for (local civilian payroll office) is . He/she may be reached at
. The point of contact for the (name of site) is . He/she may be reached
telephonically at , or by addressing mail to the (name of site).
Sincerely,

Local Finance and Accounting Officer

Enclosure

* Figure 1-12 (Sample Letter to DMDC Monterey/DFAS Center)
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MEMORANDUM FOR FINANCE AND ACCOUNTING OFFICE
SUBJECT: Return of Individual Retirement Records

The civilian payroll office located at (local civilian payroll office and address), Payroll

Office Number , has been consolidated into the (name of consolidated site - Charleston,
Denver, or Pensacola) effective with the pay period beginning

In addition to the transfer of payroll accounts to the consolidated site, the Office of
Personnel Management (OPM) has agreed to accept all Individual Retirement Records for the
Civil Service Retirement System and the Federal Employees Retirement System. Therefore, as a
result of the consolidation effort and the OPM agreement, it is not possible for this office to
accept the retirement records attached to SF 2807 IA XX-XX. The attached SF 2807 is being
returned to you without action, and the Individual Retirement Records erroneously forwarded to
this office must now be forwarded to the OPM. You should prepare an SF 2807 in the OPM
series and forward these records as soon as possible after receipt.

Local Finance and Accounting Officer

Attachment

* Figure 1-13 (Sample Memorandum to Finance & Accounting Office)
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CHAPTER 2

TIME AND ATTENDANCE

0201  INTRODUCTION

020101. Objective. The payroll functional objective for time and attendance is to
ensure that the attendance (i.e., presence and absence) of employees is accurately recorded and
reported in order to compute pay, leave, and allowances.

020102. Responsibilities

A. Employing Activity’s Responsibilities

1. Timekeepers and time and attendance certifiers have been properly
trained.

2. Timekeeping and time and attendance certification processing are
performed as required by the designated individuals.

3. All required supporting documentation is available for audit purposes.

4. Procedural guidance is clear and adequate to ensure that timekeeping
and time and attendance certification is correctly performed.

5. The timekeepers and time and attendance certifiers make every effort to
correct errors prior to electronic certification.

* 6. All errors that were not detected and corrected prior to electronic
certification are promptly reported electronically to the civilian payroll office. These errors would

include the failure to enter the correct separation date as well as other time and attendance entries.

* B. Supervisor’s Responsibilities

1. Supervisors are responsible for the timely and accurate preparation,
certification, and submission of time and attendance. The supervisor may assign checking of daily
attendance and posting of time and attendance to a timekeeper. Assignment of these duties to a
timekeeper does not relieve the supervisor of the responsibility for the accuracy of the time and
attendance to which he or she certifies including that leave is approved and administered in
accordance with applicable policies, regulations, instructions, and bargaining agreements. The
supervisor should inform the timekeeper when an employee is on any type of leave, or has worked
any type of premium work.
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2. Normally, timekeeping responsibilities should be assigned to
individuals who are aware of employees’ attendance and absence each day.

3. Supervisors should ensure that exceptions to the employee’s normal tour
of duty are recorded timely and accurately.

4. An alternate timekeeper should be appointed to maintain time and
attendance during the absence of the primary timekeeper.

C. Timekeeper’s Responsibilities

1. Timekeeping is a critical function. Personnel chosen as timekeepers
must be competent and responsible. They are responsible for keeping complete and accurate time
and attendance reports. If possible, timekeepers should be collocated with the employees whose
records they keep.

2. Organizations may designate supervisors or other employees
(secretaries, clerk typists, or others) to serve as timekeepers. Timekeepers may be civilian or
military personnel.

3. All employees appointed as timekeepers for time and attendance are
responsible for:

* a. Timely and accurate recording of all exceptions to the employee’s
normal tour of duty.
* b. Ensuring, when required, that employees have requested exceptions

(e.g., leave usage) to their established work schedules or have attested to their actual work
schedules. These requests or attestations should be documented in writing or electronically
including: a manually completed hard copy (e.g., a signed SF 71 (Application for Leave); or a sign-
in, sign-out sheet), a printout of an automated record (e.g., a time and attendance report) with the
employee’s signature (written or electronic) or initials affirming the correctness of the data, or an
automated or electronic record retained on magnetic medium.

* c. Ensuring that all entries for overtime and compensatory time
earned have been approved, and totals are correct before certification.

0202 REQUIREMENTS

020201. Daily Record of Time. For each civilian employee, a daily record of time in
pay and nonpay status or piecework completed shall be maintained by a designated timekeeper who
takes no part in preparing the payroll or by electromechanical devices, if permitted by local law.
When such devices are used, adequate supervisory surveillance shall be maintained to ensure
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proper and accurate time recording. Timekeepers responsible for time and attendance reports shall
have positive knowledge as to the employee’ presence and absence before marking the report.

020202. Time Period. The time period shown on time and attendance reports shall
correspond to the length of a pay period; i.e., if payment is made for a 2-week period, the time and
attendance report shall cover a 2-week period.

020203. Charge of Annual Leave. Time and attendance data shall indicate clearly
whether annual leave taken is to be charged against the employee’s current leave account or to a
separate leave account established for restored leave. Unless annual leave taken is identified to an
employee’s restored account, regular leave will be charged.

020204. Accounting for Time and Teave. The time and attendance data shall reflect
a proper and accurate accounting of an employee’s actual time and attendance and leave.

020205. Data Element Values. Minimum data element values to be included on time
and attendance reports or supporting documentation for each employee are as follows: '

A.  Employee name and SSN.
B.  Pay period number or dates.
* C.  Number of hours worked by day and in total.
D.  Number of hours of premium work, by type, to which employee is entitled.
E.  Number of credit hours and compensatory time earned.
F. Number of leave hours (by type), credit hours and compensatory time used.
* G.  Dates leave is taken.

H.  Any required supporting documentation for absences, e.g., court orders,
SFs 71 or military orders. .

L Handwritten signature or automated approval code of an authorizing official.
J. Such other information as may be required in support of operations.

020206. Work Schedules

* A.  Basic Work Requirement. The basic work requirement is defined as the
number of hours, excluding overtime hours, an employee is required to work or to account for by
charging leave. Generally, a full-time employee’s basic work requirement is 80 hours in a pay
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period. The Department of Defense Education Activity (DoDEA) employees in pay plan "TP"
(which includes educators, principals and assistant principals) are scheduled to work either full or
half days. This includes educators employed in part-time and substitute positions. Attendance and
absence must be recorded accordingly. If it is necessary to convert time for teacher personnel to
hours, eight hours will be used for a full day and four hours for a half-day. An approved work
schedule shall be maintained showing the planned arrival and departure for each day to support the
time and attendance report.

* B. Alternative Work Schedules (AWS). Title 5, United States Code, Chapter
61, subchapter II (reference (b)) made the AWS program permanent in 1985. The program permits
a variety of flexible and compressed work schedules.

1. Flexible Work Schedule. Under certain flexible schedules, DoD
civilian employees may work longer or shorter hours including credit hours on any given workday
without taking leave or being paid overtime, as long as their basic biweekly work requirements are
met (5 U.S.C. 6123) (reference (b)). By electing to work hours in excess of their tour of duty,
employees may also complete the biweekly basic work requirements in fewer than 10 workdays
without being paid overtime or being charged leave for the nonworkdays. This provision does not
apply to TP pay plan employees.

* a. Material variances or deviations as determined by the FWS plan
must be approved by the supervisor before the change occurs, if feasible, or promptly after
occurring, if not feasible. As part of their approval of the change, supervisors or designees must
verify that the dates and amounts of material changes have been recorded in the appropriate time
and attendance record.

* b. In the case of a full-time employee, an 80-hour biweekly work
requirement allows an employee to determine his or her own schedule within the limits set by the
employing activity. A part-time employee determines his or her own schedule for a biweekly work
requirement of less than 80 hours. The following are variations of the flexible work schedule:

(1) Flextime is a flexible work schedule that splits the tour of duty
into 2 distinct kinds of time--core hours and flexible hours. Under any flextime schedule, an
employee must be at work or on approved absence during core hours and must account for the total
number of hours he or she is scheduled to work.

(2) Flexitour is a work schedule in which an employee, having
once selected starting and stopping times within the flexible hours, continues to adhere to these
times. Further opportunities to select different starting and stopping times may be provided
subsequently by the employing activity.

(3) Gliding schedule is a flexible work schedule in which an
employee has a basic work requirement of 8 hours in each day and 40 hours in each week. They
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may select an arrival time each day and may change that arrival time daily as long as it is within the
established flexible hours.

(4) Maxiflex is a flexible work schedule that contains core hours
on fewer than 10 work days in the biweekly pay period and in which an employee has a basic work
requirement of 80 hours for the biweekly pay period (or multiple thereof). The employee may vary
the number of hours worked on a given workday or the number of hours each week within the
limits established for the organization.

2. Compressed Work Schedule

a. A compressed schedule is a fixed schedule which enables the full-
time employee to complete the basic work requirements of 80 hours in fewer than 10 full workdays
in each biweekly pay period by increasing the number of hours in the workday. There are no
flexible times in a compressed schedule. Employees’ times of arrival and departure from work are
set, as are the days on which they are to complete the basic work requirement. For employees
working under compressed schedules, overtime pay will continue to be paid for work outside the
compressed schedule (5 U.S.C. 6121 and 6128) (reference (b)). The two most common
compressed schedules are the 4-10 and the 5-4/9 schedules. On the 4-10 schedule, employees work
10 hours a day for 4 days each workweek. On the 5-4/9 schedule, employees work 9 hours a day
for 8 days, 8 hours for 1 day, and get 1 day off each pay period. Compressed work schedules are
determined either by management or through negotiations with exclusive employee representatives.

b. The recording of absences is treated in the same manner as for
employees working a regular or altemative work schedule. However, employees working a
compressed work schedule will be charged leave in accordance with their basic work schedule.

* C.  For additional guidance, refer to the OPM Handbook on Alternative Work
Schedules (reference (j)).

020207. Approval of Leave. Leave approval may be by handwritten or automated
signature. Leave approvals must be in accordance with paragraph 050105.

020208. Overtime and Compensatory Time Earned Authorizations

* A.  An authorized official (preferably the official most knowledgeable of the
time worked) will approve any overtime, compensatory time, or holiday work. The approval,
which could be documented in writing or electronically, must be retained in accordance with
section 0207.

* B.  Approval should be granted before the hours are worked whenever feasible
and, when not feasible, as soon as possible after the work has been performed.
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C.  In granting such approval, care must be taken to distinguish between regular
overtime and irregular or occasional overtime in order to properly determine an employee’s
overtime entitlement.

* D. Compensatory time earned may be granted for irregular and occasional
overtime work only. It is not authorized for regularly scheduled overtime work.

020209. Continuation of Pay (COP)

* A.  Anemployee who sustains a disabling job-related traumatic mjury is entitled
to the continuation of regular pay for up to 45 calendar days. See section 0312 for additional
information regarding COP.

B.  Controls will be established to ensure that employees do not exceed the
45-day limit. COP time will be accounted for as follows:

1. Days are counted on a calendar basis. If an employee is charged COP
on Friday and the disability continues through the weekend, he or she is charged COP for Saturday
and Sunday. Holidays, weekends, and regular days off following a COP day are counted as COP
days. If 1 hour is used to see a physician and 7 hours are worked, it is still counted as 1 COP day.
The time and attendance source document will show the actual hours worked in order to give an
accurate picture of employee’s work record.

2. Unless the injury occurs before the beginning of the workday, time lost
on the day of injury should be charged to administrative leave. The period to be charged to COP
begins with the first day or shift of disability or medical treatment following the date of injury,
provided that the absence began within 45 days after the injury. COP should be charged for
weekends and holidays if the medical evidence shows the employee was disabled on the days in
question. For example, if the physician indicates that disability will continue only through Saturday
for an individual who has Saturday and Sunday off, COP will be charged only through Saturday.

3. If work stoppage occurs for only a portion of a day or shift other than
the date of injury, a full day of COP will be counted against the 45-calendar day entitlement, even
though the employee is not entitled to COP for the entire day or shift. For example, if an employee
who has returned to work uses 3 hours in order to receive physical therapy for the effects of the
injury, he or she is entitled to only 3 hours of COP even though 1 full calendar day will be charged
against the 45-day limit. If an employee is absent for all or part of the remaining workday, the time
loss should be covered by leave, leave without pay (LWOP), absence without leave (AWOL), etc.,
as appropriate, since absence beyond the time needed to obtain the physical therapy cannot be
charged to COP.

4. If the employee is only partially disabled following the injury, and

continues to work several hours each workday, each day or partial day of absence from work is
chargeable as a full day of COP against the 45-day period.

2-6




DoD Financial Management Regulation Volume 8, Chapter 2
% August 1999

5. Absences charged to COP and disapproved later by the Department of
Labor require conversion to sick or annual leave. If sick or annual leave is not available, COP will
be converted to LWOP and reimbursements to the government must be for gross earnings paid
while in a COP status. Refer to section 0803 for due process procedures. This collection includes
payments made on behalf of the employee and adjustments to the deposit fund accounts by the
civilian payroll office.

6. A physician, as necessary, must certify the time the employee takes off
due to the injury.

C. Injured employees are permitted to return to duty with lighter jobs or a
modification of their own job. When an injured employee returns to duty in an official light-duty
status within the first 45 days of disability following an injury, each day or portion of a day in
light-duty status will be counted as one day of COP. This also includes any day or portion of a day
worked while under injury-related work restrictions imposed by a physician.

020210. Temporary Duty (TDY)

A.  When an employee is on TDY, the hours worked and hours of leave will be
recorded on the time and attendance document. All time actually spent away from the permanent
duty station during the basic workweek will be recorded as time worked or leave taken by the
employee’s permanent duty station. The travel order will support entries on the time and attendance
document for regular time.

B.  When an employee is on extended TDY (official government-directed travel
of 3 weeks or more in duration), the supervisor may require the employee to submit time and
attendance data. Telephone, overnight mail, facsimile machine, or other acceptable means of
communication may be used.
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0203 TIME AND ATTENDANCE RECORDING
* 020301. Requirements. Scheduled starting and ending times of the day for each

employee or for groups of employees shall be established and recorded. The day an employee’s
shift begins is designated as the day of work for night and shift differential purposes. These
requirements shall be modified for AWS (see subparagraph 020206.B.).

* 020302. Certification of Absences. Indicated absences shall be initialed or signed by
the employee or supported by an approved application for leave. A supervisor may require a
medical certificate or other evidence of illness from an employee when granting sick leave. Such
certification will be retained by the employing activity in accordance with section 0207.

* 020303. Verification of Leave Charges. Employees must officially confirm each
leave charge, except for administrative leave, AWOL charges, suspension or holiday absences.

020304. Leave Charges. All leave types are charged to the employee either by whole
days, whole days or fractional hours.

* 020305. DoDEA Educator Absences. Absences of DoDEA educators in the TP pay
plan shall be recorded in full or half days. When an educator is required to work during any portion
of a half-day increment, the educator’s time shall be recorded in a duty status for the entire half-day
increment. However, an educator who fails to work part of a scheduled increment for unacceptable
reasons shall be charged leave or AWOL for the entire increment.

020306. Daylight Saving Time

A.  Civilian employees working on a tour of duty when daylight saving time
goes into effect are credited with the actual number of hours worked on the tour of duty. The hour
lost as a result of the change is charged to annual leave, compensatory time used, credit hour used,
or leave without pay, whichever is applicable with the employee’s request. Employees may be
allowed to work 1 hour beyond the end of their shift.

B.  Civilian employees working on a tour of duty when standard time goes into
effect are credited with the actual number of hours worked. Any time worked in excess of 8 hours
will be paid as overtime and/or compensatory time earned or recorded as credit hours.

* 020307. Recording Clock. A recording clock may not be used to record time of an
employee of an executive department in the District of Columbia. See 5 U.S.C. 6106 (reference

(b))
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0204 TIME AND ATTENDANCE CERTIFICATION

020401. Controls. The certification of time and attendance is an authorization for the
expenditure of government funds. Each employee’s time and attendance report shall be certified
correct by the employee’s supervisor, acting supervisor, or other designated representative
authorized to act as an alternate certifier at the end of the pay period. Certification shall not
ordinarily be made earlier than the last workday of a pay period. In some circumstances (such as
when a legal holiday falls on a Friday or Monday), it is not practical to operate without an early
cutoff. In such cases, additional controls, which shall be demonstrated in the system design, shall
be in place and operating. These controls shall ensure that any change in attendance or absence
certified by a supervisor that occurs after the cutoff date either is identified and reported before pay
computation or is reported for the next pay computation. The employee may initial the corrected
entry(ies) or submit an SF 71 for such absence, as appropriate.

020402. Responsibility. All time and attendance reports and other supporting
documents shall be reviewed and approved by an authorized official. This official shall be aware of
his or her responsibilities for ensuring accuracy of the reports and shall have knowledge of the time
worked and absence of employees for whom approval is given.

* A.  Certification of time and attendance documents must be based on knowledge
from personal observation, work output, timekeeper verification, from checking data against other
independent sources (such as matching starting and ending times of work against sign-in and
sign-out sheets or time clock entries), from reliance on other internal controls, or a combination of
these. Approving officials must have a reasonable basis for relying on systems of internal control to
ensure accuracy and legal compliance when they do not have positive, personal knowledge of the
presence and absence of, or other information concerning, employees whose time and attendance
documents are being approved. This basis must involve periodic testing of internal controls to
ensure that they are working as intended.

B.  Approvals shall be made individually for each employee, and a handwritten
or automated signature shall be provided for each time and attendance report.

C. A single supervisory signature for a multiple employee report may be made
to approve the information recorded for all employees listed on the report. There are three

prerequisites for a single signature:

1. The data elements itemized in paragraph 020205. shall appear on the
report for each employee listed on the report;

2. Supporting documents required for the information on the report shall
be reviewed by the supervisor; and

3. The supervisor shall initial or sign each page of the report and also shall
either sign the last page of the report or enter an approval code into an automated system.
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D.  For computerized ("paperless") time and attendance systems in which time
and attendance data is contained in a computer file and displayed on a terminal, a single automated
code may be entered by the supervisor to approve the information contained in the file provided that
the data elements itemized in paragraph 020205. are contained in the file. The supervisor prior to
approving time and attendance data reviews supporting documents or computerized files. A record
of changes made to a file, once approved by someone other than the original approving official, is
generated and sent to either the original approving official or a designated person other than the one
who made the changes.

020403. Delay. Certification of the time and attendance report may not be delayed
for the purpose of obtaining the employee’ initials or signature for leave when the employee is not
available. The employee shall submit a confirming SF 71 upon return to duty.

* 020404. Maintenance by Employee. Normally, employees may not maintain their
own time and attendance reports. The situations in which employees may maintain their own time
and attendance recordings are as follows:

A.  The employee is the timekeeper;

B.  Employees work flexible hours outside the hours of the timekeeper and
supervisor;

C.  Anemployee is working alone at a remote site; and

D. Employees are based at, but are frequently away from, the location of their
supervisors and timekeepers during working hours.

To provide reasonable assurance that employees are working when scheduled, supervisors can
make occasional telephone calls to employees during the times they are scheduled to work and can
determine the reasonableness of work output for the time spent.

* 020405. Prior Approval. When it is not practical for the supervisor to approve a time
and attendance record prior to the receipt of supporting documents, the employee may be paid and a
subsequent review performed of the documents by the supervisor.

* 020406. Exceptions. Exceptions to the general prohibition of employees approving
their own time and attendance recordings are intended to apply only when it is not feasible for
employees described to have their time and attendance report approved by a supervisor. In such
instances, the Component head or designee shall grant an official authorization in writing. These
exceptions are:

A.  Anemployee working alone at a remote site for long periods;
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B.  Employees are based at, but frequently away from, the location of their
supervisors and timekeepers during working hours; and

C.  The employee is head of an organization within an agency that has no
supervisor on site.

0205 TIME AND ATTENDANCE REPORTING

* 020501. Methods. Time and attendance (T&A) data must be transmitted to the
payroll system, as required, by using positive (100 percent) reporting or exception reporting. Under
positive reporting, all T&A data are reported to the payroll system for each employee. Under
exception reporting, only exceptions to the employee’s scheduled tour of duty are reported to the
payroll system. (NOTE: The appropriate function key must be pressed to denote that all
exceptions have been reported) When reporting to the payroll system by source data automation
(SDA)), positive reporting will be required for each employee.

* 020502. Controls. Regardless of the reporting method, the controls shall ensure that
all required T&A information, including current period corrections and prior period adjustments,
are properly reviewed and approved by an authorized offficial and reported timely and accurately.

* 020503. Generation of a Charge to Annual Leave. If any required T&A data are
missing for an employee, the civilian payroll system will generate a charge against the employee's
annual leave balance. (NOTE: T&A data are considered missing if (a) under positive reporting,
time has not been reported for the employee’s entire scheduled tour of duty; or (b) under exception
reporting, the appropriate function key has not been pressed to denote that all exceptions have been
reported.) If the annual leave balance is not sufficient to support the employee's regularly scheduled
tour of duty, the remainder will be charged as shown in Table 5-2. The employee's pay and leave
record will be corrected upon submission of the certified time and attendance data.

* 020504. Source Data Automation (SDA). Refer to section 0209 for information on
SDA systems.

0206 ADJUSTMENTS AND CORRECTIONS

020601. Current Period Corrections. Timekeepers will correct errors in data as
discussed in subparagraph 020102.C.3.d.

* 020602. Prior Period Adjustments. If the time and attendance for the current pay
period has been processed and a change is required, certified adjusted time and attendance data will
be input to the payroll system or forwarded to the civilian payroll office via the CSR. The
adjustment will be promptly processed in the employee's pay and/or leave record no later than the
pay period following receipt for on-line adjustments.
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020603. Electronic Corrections. Electronic corrections for current period corrections
and prior period adjustments will be made in accordance with the payroll system’s users manual.

0207  RETENTION OF RECORDS

020701. Storage Location. Employing activities shall establish a uniform practice to
be followed as to the locations at which the time and attendance reports and related supporting
documentation are to be maintained. Time and attendance reports, together with approved
applications for leave, overtime approvals, military orders, jury duty certification, etc., may be
retained at the timekeepers’ offices, or sent to a designated storage location.

020702. Internal Controls. Sufficient internal controls shall be established to prevent
unauthorized changes to completed time and attendance reports, regardless of where they are
retained.

020703. Retention Period. Time and attendance reports and all other payroll records
shall be kept in accordance with records retention requirements as explained in the General Records
Schedule 2 (reference (g)). This schedule requires time and attendance reports and other supporting
documents to be kept available for audit or for 6 years, and 3 months, whichever occurs first.

0208  LABOR DISTRIBUTION

020801. Interface with Cost Accounting Systems. Civilian payroll systems shall
interface with cost accounting systems, if established, to ensure payroll labor costs are distributed
and charged to appropriate cost centers. Organizations that operate a formal cost accounting system
shall ensure that costs are reconciled to the labor distribution processes no less frequently than
monthly.

* 0209 SOURCE DATA AUTOMATION SYSTEMS

020901. Requirements. The requirements for obtaining approval to use an SDA were
established by DFAS memorandum of November 10, 1992 (reference (k)). The requirements are:

A.  The SDA will not cause the need for, or lead to the development of, a new
interface to an existing legacy accounting system.

B. The SDA must provide time and attendance data to DCPS in a timely
manner each pay period.

C.  The SDA must have the capability to receive data from or transmit data to
more than one DCPS civilian payroll office.

D. Only one SDA process will be approved per major claimant/major
command/Defense activity. Employees not using the SDA must use either the DCPS on-line time
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and attendance input system or the DCPS PC-based input system. Effective October 1, 1999, the
DCPS PC-based input system will no longer be available.

E. The SDA must have the capability to support supervisory electronic
certification of time and attendance, even if the major claimant/major command/Defense activity
does not use this capability.

F.  The SDA must provide positive acknowledgment of accurate time and
attendance prior to payroll processing.

G. Standard DCPS time and attendance codes must be used with the SDA
software application.

H.  The SDA should support at least 1,000 employees.

L Use of the SDA must eliminate any need for dual reporting of time and
attendance and labor cost data.

020902. SDA Owner Responsibilities. The owner of the SDA is responsible for:

A. Maintaining the SDA software in accordance with DCPS interface
specifications.

B.  Any Federal Managers’ Financial Integrity Act requirement pertaining to the
SDA system.

020903. Approval. A request for SDA approval must be routed through the
Component’s chain of command to Service or Agency Headquarters. If the Service or Agency
approves, the request is forwarded to DFAS-HQ for final approval. After approval, contact the
Systems Engineering Organization in Pensacola, Florida, to obtain a test schedule and procedures.
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CHAPTER 3

PAY ADMINISTRATION

0301 GENERAL PROVISIONS

030101. Payroll Computation

* A.  Payroll computations shall be based on statutorily authorized entitlements
and in accordance with 5 C.F.R. 530, 531, 532, 534, 550, 551, 572, 575, 581, 591, 595, 610 and
630 (reference (1)). These entitlements shall be evidenced by an SF 50 or other approved
documents, and a time and attendance report for days actually worked and any leave actually taken
during the period. -

B.  Documents supporting entries made in the pay, leave, and allowance records
shall consist of SFs 50 and other personnel documents; certified copies of travel orders; time and
attendance reports, including any necessary supporting documents such as sign-in and sign-out
registers or SFs 71; authorizations or approvals of overtime when required separately from time and
attendance reports; pay adjustment authorizations; and similar official records.

C.  Source documents need not be transmitted to the civilian payroll office
provided the pay entitlement data in such documents are transmitted to the civilian payroll office
and controlled by feedback to ensure consideration of that data in the pay computation process;
controls are established to ensure that all data which should be transmitted are transmitted; and
source documents and transmittal and control evidence are retained for audit in accordance with the
General Records Schedule 2 (reference (g)). '

D. Civilian payroll personnel shall ensure that payroll data are complete,
correct, and accurate. Specifically, civilian payroll office personnel shall ensure that an employee’s
compensation is consistent with grade, position classification and other individual entitlements
(retained grade and pay), and employment location. For example, an employee assigned to
stateside duties shall not be paid any foreign area allowances, regardless of authorizing documents.
In this example, the human resources organization (HRO) that issued such entltlement documents
shall be requested to clarify and/or correct these documents.

E.  The pay computation shall be accomplished as soon as possible after the
close of the pay period.

F. Pay computations shall be based on the completed time and attendance
record maintained for each employee.

* G.  Adequate channels of communication shall exist between the civilian payroll

office, the HRO, and the CSR to ensure that all entitlement information is considered in each pay
computation. At least every four months, personnel and pay data shall be reconciled and
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discrepancies corrected promptly. The functional area that entered the incorrect data shall have
primary responsibility for reconciling discrepancies in common data. Also see paragraph 010407.

030102. Notification of Changes to Pay. Notification of changes in pay is the
responsibility of the HRO servicing the employee. The civilian payroll office shall adequately
inform each employee in writing as to the nature and amount of the changes in gross pay from one
pay period to the next. This information may be disclosed on an LES in lieu of a separate written
advisory. This information shall be in sufficient detail to show total pay, allowances, deductions,
and net pay.

030103. Statutory Ceilings on Compensation

A. Limitations on Premium Pay

1. Except as explained below, premium pay (night pay, compensatory pay,
overtime pay, premium pay on an annual basis, and pay for Sunday and holiday work), in
combination with basic pay, may not cause the total for any pay period for General Schedule (GS)
employees to exceed the maximum rate payable for GS-15. No premium payments or
compensatory time may be granted to an employee whose rate of basic pay is greater than the
maximum rate for GS-15 (5 U.S.C. 5547(a) (reference (b)) and 5 C.F.R. 550.105 (reference (1)).
Computation of the biweekly statutory pay limit for 32 U.S.C. (reference (m)) technicians does not
include compensatory time worked. Title 32, U.S.C., section 709 (reference (m)) precludes
National Guard technicians from being paid overtime; therefore, compensatory time earned by
National Guard technicians will not be paid. For General Schedule (GS) employees receiving a
geographic adjustment, the Supplementary Salary table will be followed to determine the GS-15,
step 10 rate. Employees in occupations and/or locations for which a special rate has been
established for the GS-15 are subject to a biweekly limitation equal to the special rate for GS-15,
step 10.

* ' 2. When the head of an agency, his or her designee, or the Office of
Personnel Management (OPM) determines that an emergency exists, the biweekly limitation
described in subparagraph 030103.A.1. does not apply to employees who are paid premium pay for
work in connection with that emergency. In such situations, the total basic pay and premium pay
for most GS employees are limited to the annual rate for GS-15, step 10, for the calendar year. This
limit may include locality-based comparability or special salary rates.

* 3. The biweekly limitation described in subparagraph 030203.A.1. does
not apply to overtime pay earned by employees who are nonexempt from the FLSA (reference (n)).

B. Aggregate Limitation on Pay

1. The FEPCA (reference (¢)) and 5 C.F.R. 530, subpart B (reference (1))
established a new aggregate limitation on pay. This limitation applies to members of the Senior
Executive Service (SES) who previously were covered by an aggregate limitation that was applied
on a fiscal year basis under 5 U.S.C. 5383(b)(1) (reference (b)), as well as to most other federal
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employees. Under 5 U.S.C. 5307 (reference (b)), a covered employee may not receive any
allowance, differential, bonus, award, or other payment in any calendar year to the extent such
payment, in combination with the employee’s basic pay, would exceed the rate payable for Level I
of the Executive Schedule at the end of that calendar year. Amounts in excess of that amount
generally will be paid at the beginning of the next calendar year. If an employee separates from the
federal service, the entire excess amount is payable following a 30-day break in service.

* 2. The aggregate limitation on pay applies to basic pay, allowances,
differentials, bonuses, awards, and other similar cash payments made under 5 U.S.C. 5547
(reference (b)). Some of these payments are made on a one-time basis, and some are paid at the
same time and in the same manner as basic pay. The FEPCA (reference (e)) classifies these as
"continuing payments” and "noncontinuing payments" respectively. The aggregate limitation on
pay does not apply to overtime pay eamed by employees who are nonexempt from the FLSA
(reference (n)).

3. Under the FEPCA (reference (e)), an agency may not authorize any
discretionary continuing payment that would cause the total of all continuing payments at any time
to exceed the rate payable for Level I of the Executive Schedule (5 C.F.R. 530.203(c)) (reference
(1)). Examples of discretionary continuing payments include retention allowances, supervisory
differentials, and physicians’ comparability allowances. Nondiscretionary continuing payments
(e.g., basic pay, locality-based comparability payments or interim geographic adjustments, cost of
living allowances, post differentials, and remote work site allowances) are not subject to this
regulatory restriction.

4. Finally, the FEPCA (reference (e)) provides that nondiscretionary
continuing payments may not be discontinued or deferred for any period of time in order to make a
continuing payment or discretionary continuing payment that would otherwise cause an employee's
pay to exceed any of the limitations in these regulations. The FEPCA (reference (e)) also
establishes an order of precedence for nondiscretionary continuing payments and any authorized
physicians comparability allowance when the total of such payments exceeds the rate then payable
for Level I of the Executive Schedule (5 C.F.R. 530.203 (e) and (f)) (reference (1)).

030104. Multiple Appointments. An employee shall not be entitled to receive pay
from more than one position for more than an aggregate of 40 hours of work in one calendar week
(Sunday through Saturday) (5 U.S.C. 5533a) (reference (b)). Generally, there is no restriction on
the number of appointments that a person may hold, only upon the number of hours for which the
person may be paid. An individual may be given more than one simultaneous part-time or
intermittent appointment, or an employee on leave with pay may accept another federal
appointment, so long as pay is not received for more than 40 hours a week (unless the employee is
regularly paid for more than 40 hours a week under an authorized alternative work schedule) or
from two sources for the same hours. The HROs will notify civilian payroll offices of multiple
appointments via an SF 50.
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0302 BASICPAY

030201. General Schedule (GS) Employees

A.  Basic Pay. Generally, basic pay for these employees means the rate of pay
set by the law or an administrative action for the job held before any deductions and exclusive of
additional pay of any kind.

B.  Pay Computation. Computations will be based on the rates contained in the
OPM salary tables.

C. Basic Rates

1. The hourly basic rate is derived by dividing the annual rate by 2,087
with the result adjusted to the nearest cent, counting one-half cent and over as a whole cent.

2. The biweekly rate is derived by multiplying the hourly rate by 80.

3. A daily rate is derived by multiplying the hourly basic rate by the
number of daily hours of service.

4. For employees whose pay is monthly or covers one calendar month paid
under the provisions of 5 U.S.C. 5505 (reference (b)), the following rules for division of time and
computation of pay govern:

a. The pay for one month’s pay is one-twelfth of the pay for one year;
b. The pay for one day is one-thirtieth of the pay for one month;

c. The 31st day of a calendar month is ignored in computing pay,
except that the pay for one day is forfeited for a day of unauthorized absence on the 31st day of a
calendar month;

d. For each day of the month elapsing before entering on duty, the pay
for one day is deducted from the first month of pay for the individual.

* D. Interim Geographic Adjustment (IGA). The IGAs of 8 percent that were
authorized for the Consolidated Metropolitan Statistical Areas (CMSA) were discontinued because
locality-based comparability payments (see subparagraph 030201.G.), exceeded the 8 percent rate.

However, under 5 C.F.R. 531.701 (reference (1)), an IGA will still be taken into consideration when
determining continued rates of pay. Refer to Subpart G of 5 C.F.R. (reference (1)) for additional
information.

E. Special Higher Minimum Rates for Law Enforcement Officers (LEO) at
Grades GS-3 through GS-10. Section 403 of FEPCA (reference (e)) provides LEOs at grades GS-3
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through GS-10 worldwide special salary rates, beginning in January 1992. A special salary table
number 491 authorized by section 403 of FEPCA, P.L. 101-509 (reference (e)), as amended by P.L.
102-378 (reference (e)), is published by the OPM. The LEOs are entitled to receive the higher of
special rates under section 403 of FEPCA or special salary rates under 5 U.S.C. 5305 (reference

(b))

F.  Special Pay Adjustment for Law Enforcement Officers (LEO) in Selected
Geographic Areas. Section 404 of FEPCA (reference (e)) establishes special pay adjustments of 4,
8, and 16 percent for GS, SES, and senior-level LEOs whose official duty stations are in one of
eight designated areas. These special pay adjustments are considered basic pay for retirement, life
insurance, premium pay, severance pay, workers’ compensation purposes, and for advances in pay.
For grades GS-3 through GS-10 only, the rates of basic pay must be used for all other pay
administration purposes, except as provided in 5 C.F.R. 531.203(d)(2)(vi) (reference (1)). For all
other grades, the rates of basic pay in the General Schedule must be used for all other pay
administration purposes. Under 5 U.S.C. 5304(g)(1) (reference (b)), the LEO special pay
adjustment, when added to the employee’s rate of basic pay under the General Schedule, may not
exceed the rate for level IV of the Executive Schedule.

* G.  Locality-Based Comparability Payments. The FEPCA (reference (e))
authorizes the payment of locality pay for GS employees and certain other categories of positions in
numerous locality pay areas. Locality pay is considered basic pay for retirement, life insurance,
premium pay, advance pay, severance pay, lump-sum leave and workers’ compensation purposes.
Eligibility is based on where an employee’s official duty station, not where he or she lives. Locality
pay does not transfer with an employee from one pay zone to another. Employees shall receive
whatever rate of pay applies at his or her new duty station. Employees on temporary assignment in
a different pay zone shall continuing receiving their current salary. Locality pay does not apply
overseas, nor in Alaska or Hawaii.

030201. Employees Under the Performance Management and Recognition System
PMRS

A. On September 30, 1993, P.L. 103-89, Performance Management and
Recognition System Termination Act of 1993 (reference (e)), was enacted, thereby terminating the
PMRS on October 31, 1993. The provisions of this law apply to all employees who were covered
by PMRS on October 31, 1993, and provide for the transition of former PMRS employees into their
agency's Performance Management System and the GS pay plan, with its within-grade increases
and waiting periods. It also permits agencies to pay current rates of pay, as adjusted by the 1993
final merit increases.

B.  In order to identify all employees who are covered by the provisions of this
law, the OPM decided to retain the GM pay plan code. The step for all employees using the GM
pay plan code will continue to be "00".

C.  All GS employees, including those still designated GM after October 31,
1993, will be eligible for within-grade increases according to the waiting periods established in
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statute. The last PMRS merit increase received, including one for zero dollars, is an equivalent
increase for the purpose of calculating and completing the prescribed waiting periods. Within-
grade increases have the dollar value of one-ninth of the pay range and employees will have that
increase added to their basic pay rate (including an off-step rate) upon completion of the appropriate
waiting period, provided performance has been at an acceptable level of competence.

D. Promotion, change to a lower grade, a break in service of more than three
days, transfer to another non-DoD agency, or reassignment to a nonsupervisory or nonmanagement
position will end an employee’s coverage under P.L. 103-89 (reference (e)). At that time, the
employee’s rate of basic pay will be adjusted to the designated GS step rate that meets or exceeds
the current rate of pay, not to exceed step 10.

030202. SES Employees

A.  Definition. In accordance with 5 U.S.C. 5381-5385 (reference (b)), SES
employees are in positions in the Executive Branch which were formerly classified at GS-16, 17,
and 18, and Executive Levels IV or V (or their equivalents) which do not require Senate
confirmation. Nonsupervisory positions are not covered unless they carry significant policy-making
responsibilities.

B.  Rate of Pay. There are six rates of basic pay for SES employees. The
minimum rate of basic pay is 120 percent of GS-15, step 1 and the maximum rate is Level IV of the
Executive Schedule. These rates may be adjusted by the President when comparability adjustments
are made in GS rates under the provisions of 5 U.S.C. 5305 (reference (b)).

030203. Senior Level Positions

A.  Definition. Senior Level positions, established by section 102 of the FEPCA
(reference (e)), are non-SES positions formerly classified at GS-16, 17, and 18. These positions do
not include administrative law judges and board of contract appeals positions that have their own
pay schedules.

B.  Rate of Pay. These positions are paid under § U.S.C. 5376 (reference (b)),
which establishes the minimum rate of basic pay at 120 percent of GS-15, step 1 and the maximum
rate equal to Level IV of the Executive Schedule. There are no grades or steps under 5 U.S.C. 5376
(reference (b)). Therefore, employees may be paid at any rate between the minimum and maximum
rates.

030204. Scientific and Professional Employees

A. Definition. Scientific and professional employees are those in positions
above GS-15 who are engaged in research and development positions established under 5 U.S.C.
3104 (reference (b)) and section 102 of the FEPCA (reference (¢)).
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B.  Rate of Pay. These positions are paid under 5 U.S.C. 5376 (reference (b)),
which establishes the minimum rate of basic pay at 120 percent of GS-15, step 1 and the maximum
rate equal to Level IV of the Executive Schedule. There are no grades or steps under 5 U.S.C. 5376
(reference (b)); therefore, employees may be paid at any rate between the minimum and maximum
rates.

030205. Executive Schedule Employees

A. Definition. The Executive Schedule, defined in 5 U.S.C. 5311-5318
(reference (b)), is divided into five pay levels and is the basic pay schedule for senior management
positions described in those sections. SES positions are not included.

B.  Rate of Pay. The rate of pay is contained in the OPM annual salary tables.

030206. Federal Wage System (FWS) Employees

A.  Definition. An FWS employee means an individual who is in a recognized
trade or craft, or other skilled mechanical craft, or in an unskilled, semiskilled or skilled manual
labor occupation. Included is any other individual, including a foreman or a supervisor, in a
position having trade, craft or laboring experience and knowledge as a paramount requirement.
These positions are commonly referred to as blue collar, wage grade, or wage board. For
consistency, the term FWS will be used throughout this Volume. Pay for these positions is based
on the prevailing rates in an area. See Appendix A to Subpart B of Part 532 of 5 C.F.R. (reference
(1)). FWS employees are hourly rate employees who receive annual wage adjustments based on a
review of comparability pay by wage area. Each area pay scale is divided into five parts or classes:
WG (wage grade employee); WL (wage leader employee); WS (wage supervisor); WD
(nonsupervisory employees covered by the production facilitating pay plan); and WN (supervisory
employees covered by the production facilitating pay plan).

B.  Rate of Pay. The rates are adjusted from time to time for comparable work
within a local wage area. Basic pay for FWS employees means the scheduled rate of pay plus any
night shift or environmental differential.

0303 PREMIUM PAY

* 030301. Premium pay consists of certain types of pay such as overtime pay, which is
discussed in paragraph 030302.; night pay; holiday pay for employees not in r